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This  magazine  is  for  you.  MAr  22  w& 

You  may  be  looking  for  work,  working  already  or  just  beginning  to  think 
about  your  options.  Whatever  your  situation  is  right  now,  chances  are 
that  work  — paid  work  — will  be  a part  of  your  life  in  the  future. 

If  you’re  like  many  women,  your  path  through  the  world  of  paid  work  may 
be  marked  with  stops  and  starts,  zigs  and  zags.  You  may  have  left  school 
or  work  to  raise  your  family  or  to  care  for  an  elderly  relative.  You  may  be 
returning  to  the  work  force  as  a single  parent  and  the  main  source  of 
support  for  your  family.  You  may  be  entering  the  work  force  for  the  first 
time,  now  that  your  children  have  started  school  or  left  home. 

Your  Life, 

■ Your  Work 


editorial 


Welcome  to 
Woman  Today, 
Edition  2:  Making 
It  Work! 


It’s  important  to  realize  that 
there’s  no  one  way,  no  RIGHT 
way  to  create  a life  and  work 
path.  Your  path  reflects  your 
unique  experiences  as  a woman, 
the  challenges  you  face  and  the 
things  you  value.  All  along  the 
way,  you’ve  been  gathering  skills 
and  know-how  that  will  be  valuable 
assets  in  the  world  of  work. 

And  that  world  is  changing.  We  live 
and  work  in  a global  economy  and  ' 
an  information/communication  age. 
What  will  this  mean  to  your  work 
and  your  life? 


The  global  economy  means  that  for 
Canadian  employers,  almost 
anyone  in  the  world  can  be  a 
customer  or  a competitor. 
Employers  are  trying  to  become 
more  efficient  and  to  serve  their 
customers  better.  They  are  focusing 
more  on  the  immediate  work  that 
needs  to  be  done,  rather  than  on  the 
jobs  that  need  to  be  filled.  As  a 
result,  more  work  is  being  done  on 
a contract  or  project  basis.  The 
traditional  full-time,  “secure”  job  of 
the  past  is  becoming  less  common. 
As  you  move  through  the  work 
world,  this  change  may  bring  you 
both  challenges  and  opportunities. 

No  matter  how  challenging  and 
rewarding  your  work  is,  it  is  only 
one  part  of  your  life.  Your  family, 
your  home  and  your  own  interests 
may  be  your  source  of  strength 


and  support  — a vital  part  of  who 
you  are.  How  will  you  focus  on 
work  for  hours  each  day  and  still 
feel  connected  to  the  people  and 
interests  that  are  also  important  to 
you?  This  is  often  one  of  the 
greatest  challenges  that  women 
face — how  can  we  create  a balance 
between  the  responsibilities  of 
work  and  home? 

We  hope  the  articles  in  Woman 
Today,  Edition  2 will  help  you  to 
step  confidently  into  the  world  of 
paid  work.  Family,  friends,  career 
and  home — you  can  make  it  work! 
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ask  someone 


in  the  know... 


In  this  issue,  a career  counsellor  answers  your  work 
search  questions. 


I check  the  "help  wanted"  and 
"career"  sections  of  the 
newspaper  regularly  but  I 
hardly  ever  see  a job  opening 
that  matches  my 
qualifications  or  interests. 
What  should  I do? 

— Inez,  Lethbridge 


Dear  Inez, 

Most  of  the  jobs  out  there  are  not 
advertised.  This  is  what’s  known 
as  the  “hidden  job  market.” 

How  can  you  find  a job  if  it’s 
hidden?  One  way  is  to  decide 
where  you’d  like  to  work.  Do 
some  research:  look  in  the  yellow 
pages  of  the  phone  book,  read 
magazines  or  booklets  in  your  field 
of  interest  and  talk  to  people  you 
know.  Identify  some  companies 
or  organizations  that  you’d  like  to 
work  for.  Find  out  all  you  can 
about  them.  Then  personally  drop 
off  a resume  that  shows  your  skills 
and  experience,  particularly  those 
that  you  think  would  benefit  the 
organization.  Ask  to  speak  to  the 
person  who  does  the  hiring. 
Introduce  yourself  and  tell  the 
person  briefly  why  you’d  like  to 
work  for  the  organization.  Thank 
the  person  for  taking  the  time  to 
look  at  your  resume.  Then  follow 
up  in  the  next  couple  of  days  with 
a phone  call.  Do  this  with  each 
company  that  interests  you.  At 
some  point,  someone  will  be 
impressed  enough  by  your  skills 
and  initiative  to  invite  you  to  an 
interview.  Good  luck! 
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How  should  I prepare  for  a 
job  interview? 

I'm  really  nervous! 

— Sylvia,  Ft.  Macleod 
Dear  Sylvia, 

First  of  all,  realize  that  it’s  perfectly 
normal  for  you  to  be  nervous  about 
a job  interview.  You’re  anxious  to 
make  a good  impression.  You  know 
that  giving  a good  interview  will 
increase  your  chances  of  getting 
hired.  You  can  prepare  yourself  in  a 
number  of  ways.  Start  by  thinking  of 
examples  of  how  you  showed 
leadership,  solved  a problem  and 
dealt  with  a difficult  situation  or 
person.  Practise  talking  about  them. 
Find  out  all  you  can  about  the 
company  and  show  your 
knowledge  in  the  interview  by 
asking  questions  about  it.  Be 
ready  to  talk  about  skills  you 
have  that  could  help  the 
company.  If  you  take  these 
steps  and  you’re  well 
rested,  appropriately 
dressed  and  on  time  for 
the  interview,  you’ll 
be  prepared  to  do 
your  best. 


I answered  an  ad  in  the  paper 
for  a job  that  I really  want.  It's 
been  two  weeks  since  I sent 
in  my  resume.  How  long  do  I 
have  to  wait  before  I know  if 
the  company  is  interested  in 
my  application?" 

— Mary,  Grande  Prairie 
Dear  Mary, 

There  are  several  steps  to  the  hiring 
process,  and  they  all  take  time. 
When  a job  is  advertised  in  a 
newspaper,  there  may  be  over  one 
hundred  replies!  The  first  step 
for  the  employer  is  to  read  the 
resumes  and  choose  a few  of  the 
best  applicants  who  seem  to  have 
the  skills  that  are  needed.  Those 
applicants  are  called  in  for 
interviews.  (This  shows  you  how 
important  a good  resume  and  cover 
letter  can  be!)  After  talking 
to  each  candidate,  the  decision  is 
made  as  to  who  would  best  fit 
the  advertised  position.  The  job 
is  then  offered  to  that  person. 


There  are  some  things  you  can  do 
to  bring  your  name  to  the 
company’s  attention.  If  you  mailed 
your  resume,  you  could  call  them 
after  about  a week  to  ensure  that 
your  resume  was  received.  You 
could  also  say  how  interested  you 
are  in  the  job,  and  ask  if  they  know 
when  they  would  be  interviewing. 

If  you  personally  delivered  your 
resume,  you  might  wait  about  two 
weeks  before  calling  to  ask  where 
they  are  in  the  hiring  process.  You 
could  also  ask  questions  about  the 
company  itself,  such  as  what  they 
produce  or  manufacture  or  sell 
(depending  on  the  type  of  business), 
and  some  of  the  projects  they  are 
working  on  now7.  Whoever  you  talk 
to  or  see,  whether  it  Is  the  person 
who  is  hiring  or  a receptionist,  be 
sure  to  be  pleasant,  polite  and 
interested  in  the  company. 

Sometimes,  an  employer  receives 
so  many  applications,  responses  are 
not  sent  to  candidates  to  tell  them 
their  application  has  not  been 
accepted.  You  may  find  out  when 
you  phone  that  someone  else  has 
been  given  the  job.  If  so,  say  thank 
you  for  their  time,  and  that  you 
would  be  interested  in  any  other 
jobs  that  may  come  up  in 
the  near  future.  You  never 
know  — there  could 
be  another 
job  available 
that  they  haven’t 
advertised  yet! 
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Ren* 

to 


Whether  you  ’ re  returning  to  work  after 
several  years  out  of  the  workforce  or 
looking  for  your  first  job,  you  may  feel 
like  you  ’re  about  to  enter  a foreign 
land . What’s  the  world  of  work  like? 
How  can  you  prepare  yourself  to 
“travel”  there?  We  explore  this 
territory  in... 


Ways  of 
Working 

Are  you  looking  for  a secure,  per- 
manent full-time  job  with  one 
employer  that  will  take  you 
through  to  retirement?  You  might 
need  to  look  again... 

The  world  of  work  is  changing. 
One  of  the  changes  is  that  full- 
time jobs  are  becoming  harder  to 
find.  There’s  still  plenty  of  work 
to  be  done  — there  just  aren’t  as 
many  jobs. 

Does  this  statement  sound  like  a 
contradiction?  In  the  work  world 
of  ten  or  fifteen  years  ago,  it 
would  have  been.  Today,  to  meet 
the  demands  of  a competetive 
global  economy  and  rapid  change, 
many  employers  are  focusing  on 
work  that  needs  doing,  rather  than 
on  jobs  that  need  filling.  They’re 


hiring  people  and  contracting  ser- 
vices to  fill  a specific  need  or 
complete  a project.  When  the  need 
is  met  or  the  project  is  finished, 
the  people  involved  move  on  to 
another  opportunity. 

Of  course,  there  are  still  many 
full-time  and  part-time  jobs  out 
there  — and  many  other  ways  of 
working,  as  we’ll  see  later  in  this 
article.  However,  this  shift  in 
focus  from  job  to  work  is  affect- 
ing workers  of  every  kind. 

Yesterday’s  worker  may  have 
viewed  herself  as  Company 
ABC’s  employee  or  as  a job 
hunter  wanting  to  work  for 
Company  XYZ.  Today’s  success- 
ful worker  will  develop  and  pro- 
mote one  main  product  — herself! 
She  will  become  her  own  busi- 
ness... 


“You,  Inc.” 

Becoming  your  own  business 
doesn’t  mean  you  have  to  go  out 
and  rent  office  space  or  put  up  a 
neon  sign.  What  it  really  requires 
is  a change  in  attitude  toward  your 
work.  When  you  become  your  own 
business,  you  take  responsibility 
for  your  own  career  and  develop- 
ment. You  realize  that  no  matter 
where  you  work  or  who  you  work 
for,  you’re  working  for  yourself. 
With  that  in  mind,  you  take 
responsibility  for  what  you  do  and 
how  well  you  do  it. 

You: 

• learn  what  you  need  to  learn  to 
do  the  work 

• do  what  needs  to  be  done 

• do  your  best. 

The  Serving  Company  tells  how 
Darlene  puts  this  concept  to  work 
for  her. 
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is  a waitress  in  a 
medium-sized  family  restaurant. 
She's  recently  returned  to  the 
workplace  now  that  her  children 
are  older.  The  work-readiness 
program  Darlene  completed 
encouraged  her  to  think  of  herself 
as  her  own  business.  So  now, 
even  though  she's  paid  an 
hourly  wage,  Darlene  thinks  of 
herself  as  "a  serving  company." 

How  does  this  work?  "The  way  I 
see  it,"  Darlene  explains,  "I'm 
working  along  side  other 
'companies'-  the  other  waiters, 
the  cook,  the  hostess.  All  these 
'companies'  working  together 
make  up  the  restaurant." 

The  chef  is  her  supplier;  s/he 
supplies  her  with  food  to  sell. 
The  hostess  markets  Darlene's 
service  by  bringing  her 
customers.  The  other  waitresses 
are  in  the  same  industry  as 
Darlene  - the  serving  industry 
Darlene's  clients  are  the  customers 
in  the  restaurant,  even  those 
who  aren't  seated  in  her  section. 

Darlene's  trying  to  build  good 
relationships  with  her  supplier 
(the  chef)  and  her  marketer  (the 
hostess).  Her  business  depends 
on  them.  So  at  the  start  of  every 
shift,  she  visits  the  chef  to  find 
out  about  the  daily  specials,  any 
changes  in  the  menu  and  any 
particularly  fresh,  new  or  different 
ingredients.  Darlene  shares  this 
information  with  her  customers, 
which  gives  them  a positive 
impression  of  Darlene  and  the 
restaurant. 

Throughout  the  night,  Darlene 
keeps  the  hostess  posted  on  the 


flow  of  customers  through  her 
section,  letting  her  know  who's 
in  a hurry  and  who's  going  to 
linger.  This  way,  the  hostess  can 
keep  customers  flowing  through 
Darlene's  section  at  a steady 
pace  and  ensure  that  not 
everybody  in  Darlene's  section  is 
at  the  same  stage  of  their  meal  at 
the  same  time.  This  reduces  the 
pressure  on  Darlene  and  on  the 
chef,  allowing  them  both  to 
perform  better. 

"When  I worked  as  a waitress 
years  ago,"  Darlene  explains,  "I 
used  to  resent  looking  after 
other  people's  customers.  You 
know,  trotting  out  the  coffee  pot 
to  serve  the  people  in  someone 
else's  section  or  having  a 
customer  ask  me  for  another 
fork,  even  though  I wasn't  their 
waitress.  Now  I realize  that  good 
service,  no  matter  who  delivers 
it,  will  bring  the  customer  back 
to  the  restaurant.  And  next  time, 
that  customer  could  be  in  my 
section." 

Because  of  her  skill,  knowledge 
and  positive  attitude  - and 
because  she  maintains  a good 
relationship  with  the  other 
"companies"  in  the  restaurant  - 
Darlene's  customers  tip  her  well, 
usually  15  - 20%  of  the  bill.  She 
pays  a share  of  her  tips  to  her 
supplier  (the  chef)  and  to  her 
marketer  (the  hostess)  for  their 
contribution  to  her  business. 

Adapted  from  Engage  at  Work, 

Day,  Redekopp  & Ross. 

Life-Role  Development  Group, 

Edmonton:  1995 


Some  days,  taking  ownership  of 
your  own  work  can  look  like  a tall 
order.  For  example,  when  Darlene’s 
tired,  those  extra  steps  with  the 
coffee  pot  may  seem  like  a lot  of 
extra  effort.  But  when  she  thinks  of 
herself  as  her  own  business, 

Darlene  sees  the  big  picture.  She 
thinks  about  how  her  work  connects 
with  her  co-workers’  work  and  the 
ongoing  effect  they  all  have  on  the 
success  of  the  restaurant.  This  helps 
her  to  make  the  right  choices,  for 
all  the  right  reasons.  Her  employers 
notice  and  appreciate  her  efforts  — 
Darlene,  Inc.  is  a valued  employee! 

“You,  Inc.”  is  a simple  concept  that 
has  the  power  to  make  some  big 
changes  in  the  way  you  approach 
your  career.  You  may  want  to  put  it 
to  work  for  you! 


What  Kind  of  Company 
Are  You? 

Use  these  questions  to  help  you  re-think  your 
work  from  the  "You,  Inc."  point  of  view. 

• What  kind  of  company  are  you? 

A welcoming  company  (receptionist)?  A pricing 
and  packing  service  (grocery  store  cashier)? 

• Who  provides  you  with  products, 
services  and  a location? 

If  you're  a waitress,  the  restaurant  supplies 
these  for  you. 

• Who  are  your  customers? 

Your  customers  and  your  organization's 
customers  may  not  be  the  same.  If  you're  a 
secretary,  for  example,  your  co-workers  may 
be  your  customers. 

• Who  brings  your  customers  to  you? 
Who  markets  you  and  your  services? 

If  you're  a retail  sales  person  the  store  you 
work  for  may  advertise  but  you'll  also  do 
some  of  your  own  marketing.  Ihe  image  you 
project  and  the  displays  you  create  will  attract 
customers. 

Now  that  you  know  who  your  suppliers, 
customers  and  marketers  are,  what  do  you 
need  to  know  about  each  of  them  to  help 
you  do  your  best?  What  do  they  need  to 
know  about  "You,  Inc."? 
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A full-time  permanent  job  is  one  place  to  put  “You,  Inc.”  to  work. 
Many  other  ways  of  working  — work  alternatives  — - are  becoming 
more  common  in  today’s  workplace.  Let’s  take  a look  at  some  work 
alternatives  and  the  possibilities  that  each  might  offer  you: 


Full-time 

Employment 

If  you  work  for  a single  employer 
for  30  hours  per  week  or  more, 
and  you  follow  a job  description, 
you’re  employed  full  time. 

Usually,  this  kind  employment  is 
“permanent.”  However,  it’s  less 
likely  to  be  as  secure  as  it  was  in 
the  past.  In  today’s  rapidly  chang- 
ing world  of  work,  your  job  may 
be  cut  or  the  organization  you 
work  for  may  go  out  of  business. 

Full-time  employment  is  a good 
starting  place  for  your  career.  It 
may  also  provide  you  with  the 
opportunity  to  upgrade  your  skills 
and  learn  new  ones.  From  a career 
perspective,  the  challenge  of  full- 
time employment  is  to  stay  moti- 
vated and  flexible,  even  after  some 
time  at  the  same  job.  A “You,  Inc.” 
attitude  can  help  you  to  do  this. 

Advantages 

• Provides  a sense  of  security  and 
stability 

• Predictable  income 

• Provides  a feeling  of  perma- 
nence and  belonging 

• May  provide  benefits  such  as  a 
pension  and  a medical  plan 

Disadvantages 

• Limited  control  over  your  time 
and  work 


Part-time 

Employment 

As  a part-time  employee,  you’d 
work  for  a single  employer  for  less 
than  30  hours  per  week  and  you’d 
follow  a job  description.  Part-time 
positions  may  be  “permanent,”  but 
not  as  permanent  as  they  used  to 
be  — for  the  reasons  we  noted  ear- 
lier. Many  women  choose  part-time 
work  as  a way  of  balancing  their 
careers  and  their  families.  As  a 
part-time  employee,  you  may  be 
given  the  first  opportunity  to  apply 
for  full-time  work  within  the  orga- 
nization as  it  becomes  available. 

In  this  work  alternative,  too,  your 
“You,  Inc.”  attitude  will  help  you 
stay  motivated  and  flexible. 

Advantages 

• Offers  more  flexibility  for  family 
needs  and  child  care  arrangments 

• Offers  more  free  time  to  pursue 
other  interests  and  hobbies 

Disadvantages 

• Limited  control  over  your  time 
and  work 

• No  benefits  or  fewer  than  full- 
time employment 

• Less  income  than  full-time 
employment 
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Multi-tracking 

When  you  multi-track,  you  work  at 
more  than  one  job  at  a time.  You 
may  work  full  time  in  a factory 
and  “moonlight”  in  a restaurant.  Or 
you  may  hold  down  two  part-time 
jobs.  You  can  use  multi -tracking  to 
pursue  a variety  of  interests  or  to 
earn  a full-time  income  from  part- 
time  work. 

Advantages 

• Able  to  pursue  a variety  of 
interests 

• Develop  a broader  set  of  skills 
because  you’re  working  in  more 
than  one  area 

• Security  of  not  having  “all  your 
eggs  in  one  basket” 

• Possibility  of  earning  more 
income 

Disadvantages 

• Requires  strong  time  manage- 
ment skills;  e.g.,  switching  “hats” 
from  one  job  to  another 

• Puts  pressure  on  family  and 
leisure  time 

Multi-tracking  could  be  a good 
choice  for  you  if  you  like  variety 
and  using  a number  of  different 
skills.  Or  it  could  be  a temporary 
solution  to  a money  problem  — 
as  it  is  for  the  woman  in  our  next 
story. 

Could  Multi  tracking 
Work  for  You? 

Multi-tracking  is  Luisa’s  choice 
right  now  because  of  her  financial 
circumstances. 

Luisa  noted  that  she’s  able  to  keep 
up  her  current  work  schedule 
because  her  children  are  old 
enough  to  look  after  themselves 
much  of  the  time.  If  you  have 
young  children,  multi-tracking 
might  work  for  you  if  you  can 
share  parenting  duties  with  your 
spouse  or  another  adult  — or  if 


you  work  only  during  school  or 
day  care  hours. 

Luisa  sees  the  potential  for  growth 
and  development  in  her  bookkeep- 
ing position.  Multi-tracking  is  help- 
ing her  hold  on  to  her  goal  of  full- 
time bookkeeping  work.  In  a simi- 
lar way,  many  people  rely  on 
multi-tracking  to  help  them  get 
their  home  business  off  the  ground. 


They  don’t  quit  their  “day  job” 
until  they’re  sure  that  self-employ- 
ment will  support  them  and  their 
families. 

Multi-tracking  may  mean  more 
work  or  longer  hours.  At  the  same 
time,  it  can  also  help  you  to  hold 
on  to  your  dreams  until  you  can 
make  them  a reality. 
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After  Luisa  completed  her  book- 
keeping diploma,  she  began  her 
work  search.  And  she  held  on  to 
her  part-time  job  — working 
evenings  for  a commercial  clean- 
ing company. 

Eventually,  she  landed  a part-time 
bookkeeping  job  at  a medium- 
sized oilfield  supply  business. 
Luisa  would  have  preferred  a full- 
time position  but  this  job  has 
allowed  her  to  “get  in  on  the 
ground  floor,”  as  she  puts  it.  It’s  a 
good  starting  point.  Luisa’s  build- 
ing up  solid  relationships  with  her 
co-workers  and  she’s  working 
hard,  learning  all  she  can  and 
creating  a positive  impression. 

But  there’s  a catch  to  her  situa- 
tion. “I  have  this  student  loan  to 
pay  off,”  Luisa  explains.  “Part- 
time  hours  at  my  bookkeeping  job 
just  aren’t  enough  to  cover  my 
living  expenses,  let  alone  to  get 
me  out  of  debt.” 

So  Luisa  works  two  and  a half 
days  a week  as  a bookkeeper  and 
three  nights  a week  as  a cleaner, 
work  she’s  been  doing  since 
before  she  returned  to  school.  “It’s 
just  about  impossible  for  me  to 


work  a Tuesday  night  cleaning 
and  then  a Wednesday  morning 
at  the  oilfield  company,”  she 
says.  “I’ve  got  to  watch  my 
cleaning  schedule  like  a hawk 
and  make  sure  I only  get  the 
hours  I can  manage.  Fortunately, 
my  supervisor  knows  I’m  a 
good  worker,  so  he’s  usually 
willing  to  do  that  for  me.” 

Her  schedule  means  she  doesn’t 
see  as  much  of  her  husband  and 
her  two  teenagers  as  she’d  like. 
“My  husband  is  very  support- 
ive,” Luisa  explains.  “He  does 
most  of  the  cooking  and  grocery 
shopping.  And  he’s  very  good 
about  being  there  for  our  kids  in 
the  evenings  when  I can’t  be.” 

Luisa  hopes  that  her  multi-track- 
ing will  end  in  the  not-too-dis- 
tant  future.  “The  oil  and  gas 
industry  is  booming  right  now. 

I think  my  company  may  be 
expanding.  That  means  they 
may  need  another  full-time 
bookkeeper  soon  and  I’m  pretty 
sure  the  job  will  be  mine  if  I 
want  it.  Which  I do!” 


Woman  Today 


Baby  Gap 

Jenna  was  six  months  pregnant  when  she 
completed  her  medical/clerical  training.  She 
decided  to  wait  until  her  baby  was  a few 
months  old  before  looking  for  work. 

However,  a week  or  so  after  Jenna  graduat- 
ed, the  clinic  where  she'd  completed  her 
work  experience  called  to  ask  if  she'd  be 
available  to  take  on  a short  contract.  They 
needed  help  clearing  up  a backlog  of  record- 
keeping. Jenna  took  the  contract  which 
eventually  extended  until  a month  before 
her  baby  was  born. 

When  her  baby  was  six  months  old,  the  clinic 
called  again  with  the  same  request.  "It  took 
me  a while  to  make  up  my  mind,"  Jenna 
says.  "I  didn't  want  to  leave  my  baby,  so  I 
asked  them  if  they'd  lend  me  the  equipment 
so  I could  do  the  work  at  home."  The  clinic 
agreed  and  Jenna's  mom  offered  to  look 
after  Kyle,  her  young  son. 

This  contract  stretched  out  over  three 
months.  "I  didn't  work  full  days,"  Jenna 
explains.  "It  was  more  like  part-time.  The 
great  thing  was,  I was  able  to  take  breaks 
during  the  day  to  breastfeed  and  play  with 
Kyle.  And  he  and  my  mom  built  up  a won- 
derful relationship." 

Now  Kyle  is  a year  old  and  Jenna's  doing 
contract  work  for  another  clinic,  too.  "It 
works  out  really  well,"  she  explains. 
"Between  contracts,  I get  to  spend  all  my 
time  with  my  son.  And  then  when  I'm  work- 
ing, whether  I go  into  the  clinic  or  do  the 
work  at  home,  I feel  good  about  using  my 
training  and  doing  a professional  job." 

One  challenge  that  Jenna  notes,  however,  is 
learning  how  to  stretch  her  contract  fee 
over  the  weeks  when  she's  not  working. 

"I  have  to  be  super  careful  to  stay  within 
my  spending  plan,"  she  says. 

Jenna's  long-term  goal  includes  finding 
more  clients  for  her  services  as  her  son 
gets  older,  so  that  she's  working  more 
hours  and  earning  more  income.  But  for 
now,  Jenna's  using  the  gaps  between  con- 
tracts in  a very  satisfying  way.  "I  really  like 
how  it's  all  balancing  out,"  she  says. 


Contracting 

As  a contract  employee,  you’re 
usually  hired  to  work  for  a set  peri- 
od of  time.  After  the  contract  ends, 
you  take  another  contract  with  the 
same  employer  or  move  on  to  a 
different  employer.  The  major 
drawback  with  this  work  alterna- 
tive is  that  you  may  face  long  gaps 
between  contracts. 

Advantages 

• Variety  in  work  and  setting 

• Can  use  gaps  between  contracts 
as  free  time,  holidays 

• Feeling  of  independence;  not 
“stuck”  in  one  job,  with  one 
employer 

Disadvantages 

• Usually  no  benefits 

• Limited  security 

• Unpredictable  income 

• Looking  after  your  own  paper- 
work, accounting,  taxes  and 
benefits 

Contracting  may  be  an  option  for 
you  if  you  have  confidence  in  your 
abilities  and  you  like  the  variety 
that  comes  with  working  for  differ- 
ent employers,  in  different  settings. 


Could  Contracting 
Work  for  You? 

The  opportunity  to  take  on  contract 
work  came  at  the  right  time  for 
Jenna.  It  gives  her  the  flexibility 
she  needs  as  a young  mother.  It 
also  allows  her  to  stay  current  and 
connected  in  her  field  while  she 
supports  herself  and  her  son. 

Jenna’s  mother  is  the  key  to  mak- 
ing this  arrangement  work.  She’s 
providing  free  (and  loving!)  child 
care  that  would  otherwise  be  a 
major  expense  for  Jenna.  High 
quality,  drop-in  day  care  is  hard  to 
find.  And  without  it,  Jenna  would 
likely  have  to  a pay  for  a full-time 
space  in  a day  care,  whether  or  not 
Kyle  actually  attended  full  time. 

To  be  a successful  contractor, 
you’ll  need  plenty  of  self-disci- 
pline. If  you  work  at  home,  you’ll 
need  to  be  able  to  stay  on  task  in 
the  midst  of  distractions.  And  as 
Jenna  noted,  you’ll  also  need  the 
willpower  to  live  within  a budget 
so  your  pay  will  stretch  from  the 
end  of  one  contract  to  the  start  of 
the  next. 

Jenna  has  a meaningful  way  to 
spend  her  time  during  the  gaps 
when  she’s  temporarily  “out  of 
work.”  Staying  positive  during 
those  down  times  can  be  another 
challenge  in  contracting.  You  may 
want  to  think  about  how  you’d 
spend  your  time  when  you  weren’t 
working.  Many  women  find  that 
family  demands  more  than  fill  the 
gap!  Or  if  you  have  an  interest  or  a 
hobby  that  you  never  seem  to  have 
enough  time  for,  contracting  will 
offer  you  that  time. 
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Self-Employment 

You  describe  yourself  as  self- 
employed  when  you  develop,  pro- 
duce and  market  your  services 
and/or  products  in  your  own  one- 
person  business.  (If  you  have 
employees,  you’re  considered  an 
entrepreneur.)  A home-based  busi- 
ness is  a good  example  of  self- 
employment.  People  who  want 
independence  and  like  to  be  “their 
own  boss”  often  choose  this  work 
alternative. 

Advantages 

• Plenty  of  flexibility  around  your 
schedule  and  the  kind  of  work 
you  do 

• Potential  for  higher  income 

• A feeling  of  independence 

• Ability  to  do  the  work  you  want 
to  do 

Disadvantages 

• Constant  pressure  to  come  up 
with  new  clients/sales 

• Unpredictable  income,  especially 
during  start-up 

• Often  requires  long  hours  with 
little  financial  return 

• Looking  after  your  own 
paperwork,  accounting,  taxes 
and  benefits 


Mom’s  Motel 


Frances  was  56  years  old  when 
her  husband  died  four  years  ago. 
Along  with  her  grief  over  losing 
her  life  partner,  she  was  hit  with 
the  news  that  her  husband’s  life 
insurance  would  only  cover  the 
cost  of  his  burial  and  that  the  sur- 
vivor’s benefits  she’d  collect 
from  his  pension  were  very  small. 

Frances  and  her  husband  owned 
their  house,  a modest  bungalow 
on  an  acreage  just  outside  a small 
town.  She  considered  selling  the 
acreage  but  low  prices  in  the  real 
estate  market  meant  that  the 
money  from  the  sale  would  only 
support  her  for  a few  years.  Not 
wanting  to  be  a burden  to  her  four 
grown  children,  Frances  realized 
that  after  36  years  of  “being 
looked  after,”  she  was  going  to 
have  to  look  after  herself. 

Frances  had  never  worked  outside 
of  her  home.  Besides,  jobs  in  her 
community  were  scarce  and  com- 
muting to  the  city  for  a low-pay- 
ing job  just  didn’t  make  sense. 

She  liked  being  with  children  but 
there  were  already  several  good 
day  homes  in  her  town.  Frances 
could  clean  other  people’s  houses 
but  it  wasn’t  her  first  choice. 
However,  she’d  made  up  her 
mind  to  do  just  that  when,  out  of 
the  blue,  she  had  a better  idea. 

Her  youngest  son  dropped  in  for 
coffee  one  afternoon.  He  worked 
for  an  oil  and  gas  well  servicing 
company.  On  the  road  four  nights 
out  of  five,  he  complained  to  his 
mom  about  how  tired  he  was  of 
motel  rooms  and  restaurant  cook- 
ing. “Why  don’t  you  stay  here 
tonight?”  Frances  asked.  Then 
they  both  began  to  realize  the 
possibilities  in  what  she’d  said. 


Frances  had  two  empty  bed- 
rooms, a washer  and  dryer  and 
years  of  experience  as  her  fami- 
ly’s cook.  She  had  found  a way 
to  earn  an  income. 

Her  son  talked  to  his  supervisor 
that  week.  He  suggested  that  the 
company  use  Frances’  place  as 
recommended  accommodation 
for  employees  on  the  road. 
Interested  in  the  idea,  the  super- 
visor stayed  at  Frances’  house 
two  weeks  later  when  he  was  in 
the  area.  For  the  price  of  a motel 
room,  he  got  a cosy  room,  a 
home-cooked  meal,  his  laundry 
done,  friendly  company  and  a 
game  of  cards,  too.  He  was  sold! 

As  word  got  around  about  the 
deal  at  “Mom’s  Motel”  (as 
Frances’  place  is  known)  more 
employees  from  other  companies 
began  to  phone  ahead  to  book 
her  rooms.  Frances  decided  early 
on  to  stick  to  some  very  clear 
house  rules:  bookings  in  advance, 
the  door  locked  at  midnight,  no 
guests  in  the  rooms,  etc.  She  only 
takes  new  customers  by  referral 
from  companies  or  people  she 
knows.  Even  with  these  restric- 
tions, she  has  paying  guests  stay- 
ing with  her  most  weeknights. 
Once,  when  she  tried  to  turn 
away  a regular  guest  because  her 
rooms  were  full,  he  offered  to 
pay  the  full  price  of  a room  just 
to  sleep  on  the  sofa!  (Frances 
gave  him  a discount.) 

“It’s  been  fun  and  I’ve  managed 
to  save  a little  money,”  says 
Frances  of  her  experience, 
although  she  admits  that  she 
doesn’t  want  to  be  doing  this  ten 
years  from  now.  “Maybe  it’ll  be 
my  turn  to  travel  then,”  she  says. 
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Positive  Change 


When  you  think  about  the 
changes  in  the  world  of 
work,  you  may  feel  wor- 
ried and  concerned  about 
your  future.  It  might  help 
you  to  remember  that 
there’s  an  upside  to  these 
changes,  too.  They  might, 
for  example,  encourage 
you  to: 

• Take  more  control  over 
your  career  and  your  life. 
Rather  than  relying  on 
your  employer  to  look 
after  you,  you’ll  make 
your  own  decisions  about 
learning,  growing  and 
building  your  career.  And 
because  you’re  making 
them,  the  decisions  will 
more  likely  be  the  best 
ones  for  you. 

• Find  more  meaning  in 
your  work.  Multi-tracking 
or  self-employment  could 
open  the  door  to  a 
balanced  lifestyle  and 

an  opportunity  to  do 
the  work  you  really 
want  to  do. 

• Learn,  grow  and  develop 
in  ways  you  haven’t  yet 
imagined! 


Could  Self-Employment  Work  for  You? 

Frances  ruled  out  full  or  part  time  employment  because  of  a long  commute. 
You  might  face  a similar  shortage  of  jobs  in  your  community.  Or  you  may 
have  another  good  reason  for  working  for  yourself.  You  may  want  more 
control  over  your  working  hours  and  space,  for  example,  or  the  flexibility 
to  continue  caring  for  young  children  or  elderly  relatives  in  your  home. 

Frances  “fell”  into  her  business.  You  can  take  a more  active  approach.  Ask 
yourself  these  questions: 

• What  skills  do  I have? 

• What  services  or  products  could  I offer  that  other  people  or  businesses 
might  pay  me  for? 

Frances’  first  choice  was  to  start  a family  day  care  until  she  realized  she’d 
have  a hard  time  selling  this  service  in  a community  that  was  already  well 
supplied.  Before  you  can  determine  whether  your  self-employment  idea 
has  potential,  you  need  to  do  a bit  of  research.  You  need  to  figure  out: 

• if  there’s  a demand  in  your  community  for  your  services/products 

• what  you  can  do  to  ensure  that  your  services/products  get  noticed  — how 
will  you  advertise  your  business? 

Frances  successfully  advertised  her  business  through  her  son’s  connections 
and  through  positive  “word  of  mouth”  — the  people  who  stayed  at  Mom’s 
Motel  told  their  friends  and  co-workers  about  it.  You  may  have  to  spend 
considerable  time  and  some  money  in  the  first  several  months  to  market 
your  business  through  advertising  and  contacts.  Many  people  ease  into  full 
self-employment  through  multi-tracking  --  they  work  part-  or  full-time 
while  they’re  launching  their  own  business. 


Which  work  alternative  will  work  for  you?  Full-  or  part-time  work  can 
offer  you  the  opportunity  to  build  up  your  skills.  If  you  value  independence 
and  flexibility,  multi-tracking,  contracting  or  self-employment  could  be 
your  key  to  fulfilling  work. 


And,  of  course,  wherever  or  however  you  work,  a 
help  you  to  stay  motivated,  to  keep 
learning  and  to  make  the  most  of 
your  work  situation. 

You  can  find  out  more  about 
work  alternatives  by  con- 
tacting your  local  Career 
Development  Centre  or 
Canada- Alberta  Service 
Centre,  or  by  calling  the 
Career  Information  Hotline 
(See  back  cover  for 
more  information) 


‘You,  Inc.”  attitude  will 
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I need  to  find  work  hut  I've  been 
out  of  the  workforce  for  fifteen 
years.  If  an  employer  asked  me 
what  I can  do , I think  I'd  proba- 
bly answer ; "Well,  I make  a 
great  chocolate  chip  cookie!" 
What  can  I do?  I have  no  idea 
what  my  skills  are.  I sometimes 
think  I don't  have  any. 

— Pat,  a 40-year-old  mother  of 
three 
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Recognizing 

Does  this  sound  familiar?  Have 
you  ever  wondered,  like  Pat,  if  you 
have  any  skills  that  an  employer 
would  want? 

It  may  seem  to  you  that  in  the  high 
tech,  fast-paced  work  world,  the 
ability  to  make  a great  chocolate 
cookie  doesn’t  count  for  very 
much.  And  on  the  surface,  that 
might  appear  to  be  true.  But  let’s 
take  a deeper  bite  into  that  cookie 
for  a moment  . . . 

Let’s  take  a closer  look  at  the  skills 
that  go  into  creating  a cookie, 
starting  at  the  grocery  store. 

• Did  the  woman  who  made  the 
cookie  shop  for  the  ingredients 
and  other  items  as  well?  Did 
she  use  a list,  based  on  the  food 
her  family  would  need  for  the 
week  ahead? 

• Did  she  shop  with  the  “help”  of 
one  or  two  children?  Did  those 
children  demand  treats  or  argue 
with  each  other  while  she  was 
in  the  store?  Did  she  negotiate 
with  and/or  distract  them  so 
they’d  cooperate  and  she  could 
stay  on  task? 

• Was  she  hurrying  to  finish  her 
shopping  so  she’d  be  back  home 
by  the  time  her  eldest  child  came 
home  from  school? 


Your  Skills 

• Was  she  shopping  on  a budget? 

• Did  she  read  the  labels  and 
compare  the  prices  and  nutritional 
value  of  the  ingredients  and  base 
her  purchases  on  that  information? 

Yes?  Then  this  woman  was  using 
her  organizational,  communication, 
people  management,  time  manage- 
ment, financial  management  and 
decision-making  skills  — and  she 
hasn’t  even  turned  the  oven 
on  yet! 

What's  in 
a Name? 

Employers  and  career  counsellors 
need  a way  to  talk  about  skills.  So 
they  divide  them  into  categories 
under  headings  like  “problem  solv- 
ing skills”  or  “time  management 
skills”  or  “communication  skills.” 
These  high-powered  names  may 
sound  like  they  describe  special- 
ized skills  that  take  years  to  attain. 
But  you  don’t  need  a degree  in 
communication  before  you  can 
claim  to  have  “communication 
skills.”  You  do  need  to  be  able  to 
listen  well,  speak  and  write  clearly 
and  see  things  from  the  other  per- 
son’s point  of  view. 


Woman  Today  1 1 


What  activities  am  I involved  in? 
Well , let's  see.  I volunteer  one 
morning  a week  at  the  school 
library.  I've  served  five  years  on 
the  community  league's  fund 
raising  committee.  And  for  the 
last  three  years , I've  been  the 
quartermaster  at  my  daughter's 
Girl  Guide  camp. 

— Pat 

In  fact,  many  of  the  skills  employ- 
ers are  looking  for  aren’t  necessari- 
ly the  kind  you  go  to  school  to 
learn.  Some  of  today’s  most  mar- 
ketable skills  are  the  kind  you  can 
acquire  by  living  your  life  and 
learning  from  your  experiences. 

Take  Pat,  for  example.  As  the  quar- 
termaster at  her  daughter’s  Guide 
camp,  these  were  her  tasks. 

• Planning  menus  and  determining 
supplies  for  30  girls  and  leaders 
for  a weekend  camp 

• Shopping  for  food  and  supplies 

• Organizing  and  transporting  food 
and  supplies 

• Organizing  the  camp  kitchen 

• Managing  food  storage 

• Assigning  tasks  and  supervising 
kitchen  helpers 

• Preparing  and  cooking  eight 
meals  and  snacks  for  30  hungry 
people 


If  you  asked  Pat  about  the  skills 
she  used  to  be  a successful  quarter- 
master she’d  probably  say  she  used 
her  cooking  skills.  But  as  you  can 
see  from  the  list  above,  being  a 
quartermaster  involves  much  more 
than  that. 

An  employer  or  career  counsellor 
would  look  at  the  list  of  tasks  that 
Pat  performed  and  name  the  skills 
quite  differently.  The  list  might 
look  something  like  this. 

• Organizational  skills:  planning, 
setting  priorities 

• Time  management  skills: 
scheduling,  meeting  deadlines 

• Management  skills:  supervising, 
assigning  tasks,  coaching 

• Problem-solving  skills:  analyzing 
information,  solving  problems, 
applying  results. 

If  you’re  like  Pat,  you  may  be 
using  skills  you  don’t  know  you 
have.  Pat’s  a volunteer  in  the 
school  library.  At  first  her  duties 
involved  reshelving  books.  As  she 
gained  experience  and  the  school 
librarian  saw  she  was  interested, 

Pat  began  to  help  catalogue  the 
new  books.  Recently,  the  library 
has  started  using  a computer  cata- 
logue system  that  Pat  is  learning. 

Pat  may  not  recognize  her  comput- 
er skills  — she  doesn’t  know  how 
to  run  a word-processing  or  spread 
sheet  program  or  surf  the  ‘Net. 
However,  she  operates  the  cata- 
logue system,  a program  she  knows 
quite  well.  Pat  has  definitely 
acquired  some  computer  skills:  she 
has  successfully  adapted  to  a new 
technology;  she’s  using  the  tech- 
nology in  her  “workplace;”  and 
she’s  comfortable  at  the  keyboard. 
She  has  developed  a base  of  com- 
puter knowledge  that  she  can  build 
on. 


In  the  same  way,  Pat  may  not  be 
able  to  name  the  skills  she  uses  to 
work  successfully  on  the  communi- 
ty league’s  fund-raising  committee. 
She  might  tell  you  she  “knows  how 
to  get  along  with  people”  or  that 
she  can  “usually  talk  people  into 
doing  what  needs  to  be  done.”  An 
employer  or  a career  counsellor 
would  name  these  teamwork  and 
leadership  skills. 

Recognizing 
Your  Skills 

If  you’re  a homemaker,  a mother 
and/or  a volunteer,  you  may  be 
familiar  with  the  activities  listed  in 
the  middle  column  of  the  following 
table.  We’ve  matched  these  activi- 
ties (and  the  skills  they  involve) 
with  tasks  you  might  be  required  to 
perform  at  work  in  the  right  col- 
umn. And  we’ve  grouped  these 
activities  and  skills  into  skill  cate- 
gories (the  left  column). 

As  you  read  through  the  table, 
ask  yourself: 

• Which  activities  apply  to  me, 
now  or  in  the  past? 

• Which  skills  do  I have? 

• What  other  activities  am  I 
involved  in? 

• What  other  skills  do  I have? 

“Some  of  today’s 
most  marketable 
skills  are  the  kind 
you  can  acquire  by 
living  your  life  and 
learning  from  your 
experiences.  ” 
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Skill  Employers  Want 


Activities  You  Do 


In  the  Workplace 


Communication  Skills 

• negotiating  with  kids  and  others 

• preparing  presentations 

• writing  committee  reports  or  meeting 

• writing  memos,  letters  and  reports 

minutes 

• speaking  well  on  issues 

• presenting  your  ideas  at  meetings 

• explaining  ideas  effectively 

• listening  well 

• communicating  well  with 

• helping  kids  with  language  arts 

co-workers,  managers 

assignments 

Teamwork  Skills 

• getting  along  well  with  friends  and 

• being  a productive  team  member 

others 

• viewing  other  team  members  as 

• working  with  others  on  projects 

equals 

• taking  on  your  share  of  the  work  to 

• accepting  direction,  authority 

be  done 

• co-operating,  sharing 

Time  Management  Skills 

• managing  a home 

• working  efficiently 

• organizing  children’s  activities 

• being  prepared  for  meetings 

• helping  family  members  stay  on  track 

• meeting  deadlines 

and  on  time 

• planning  schedules 

• setting  priorities  and  meeting  deadlines 

• setting  and  meeting  goals 

for  your  own  and  volunteer  projects 

Problem  Solving  and 

• solving  kids’ disputes 

• thinking  clearly 

Decision  Making  Skills 

• doing  home  repair;  fixing  appliances 

• evaluating  situations 

• analyzing  information,  e.g.,  reading 

• identifying  risks 

content  labels  in  the  grocery  store 
• trouble-shooting  on  the  playground,  e.g., 

• making  informed  decisions 

identifying  unsafe  behaviour 

Learning  Skills 

• reading  for  information  and  enjoyment 

• learning  from  on-the-job  training 

• watching  educational  TV 

• learning  informally  from  co-workers 

• trying  a new  craft,  recipe,  sport  or  hobby 

• upgrading  skills 

• learning  another  language 

• learning  from  mistakes 

• helping  older  children  with  assignments, 

• increasing  knowledge  and 

homework 

productivity 

Organizational  Skills 

• planning  menus,  activities 

• keeping  the  workplace  organized 

• organizing  a bottle  drive,  garage  sale, 

• taking  care  of  equipment  and  tools 

school  concert  or  other  activity 

• keeping  track  of  important  details 

• preparing  for  a family  celebration 

• keeping  track  of  household  supplies 

• accomplishing  tasks  while  dealing  with 

• handling  interruptions 

constant  interruptions  from  children 

Creativity  Skills 

• coming  up  with  fundraising  ideas 

• being  an  idea  person 

• keeping  sick  or  bored  children  occupied 

• thinking  of  new  ways  to  get  the  task 

• decorating  a home 

done 

• doing  a craft  or  art  project 

• creating  a positive  work  environment 

\ • seeing  the  world  from  a child’s  point 

• understanding  a co-worker’s  point  of 

of  view 

view 

Leadership  Skills 

• coaching  your  children  in  sports  or 

• leading  projects 

other  projects 

• managing  people 

• getting  others  to  help  with  community, 

• coaching  others 

school  and  other  volunteer  projects 

• chairing  a group  or  committee 

• helping  your  children  reach  their  goals 

• helping  others  reach  their  goals 
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/ enjoyed  being  the  quartermas- 
ter at  camp.  I think  I was  good 
at  it.  When  the  career  counsellor 
I met  with  asked  me  to  look 
more  closely  at  everything  I had 
to  do  as  quartermaster ; I real- 
ized that  I do  have  a set  of  skills. 
I'm  going  to  apply  for  a job  with 
a small  catering  company.  I plan 
to  put  my  experience  as  quarter- 
master on  my  resume.  I think  it 
shows  what  I can  do. 

— Pat 


Naming 
Your  Skills 

To  ensure  that  her  experience  as 
quartermaster  is  an  effective  part  of 
her  resume,  Pat  reviews  all  the 
tasks  involved,  then  names  the  skill 
(or  skills)  required  to  do  each  one. 
She  lists  those  skills  on  her  resume. 

Pat  also  names  the  skills  she’s 
used  as  a member  of  the  fund- 
raising committee.  First,  she  lists 
all  the  tasks  she  performs  as  a 
committee  member.  Then  she 
names  the  skill(s)  involved,  oppo- 
site each  task.  Here’s  what  her  list 
looks  like: 


You  can  take  the  same  steps 
to  recognize  and  name  your 
skills. 

• Pick  an  activity  you’re  involved 
in  — volunteer  work,  a craft,  a 
sport. 

• Make  a detailed  list  of  the  all 
the  things  you’ve  done, 
observed  and  learned  when 
you’re  doing  that  activity. 

• Name  the  skill  (or  skills) 
required  for  each  item  on  your 
list.  Write  them  down. 

• If  you’re  not  sure  how  to  name 
a skill,  check  the  “Skills 
Employers  Want”  and  “In  the 
Workplace”  columns  in  the  pre- 
vious table.  You  might  also  find 
some  ideas  in  Pat’s  list,  above. 


Repeat  the  same  steps  with  each 
activity  you’re  involved  in.  You 
may  be  surprised  at  how  many 
skills  you  already  have! 


Committee  Tasks 

Skills 

• participating  in  meetings 

• communication,  teamwork 

• coming  up  with  fundraising  ideas 

• creativity,  communication 

• organizing  fundraising  events 

• planning  and  organization, 

- setting  time,  date  and  place 

time  management 

- advertising 

• marketing 

- figuring  out  what  needs  to  be 

• problem  solving,  decision 

done  and  by  when 

making,  time  management, 

- finding  people  to  help  out 

and  organizational  leadership 

- figuring  out  what  supplies  and 
equipment  are  needed  and  finding 

• problem  solving  and  decision 
making 

these 

• keeping  track  of  expenses  and 
money  raised,  banking 

• financial  and  numeracy 
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I realize  that  knowing  how  many 
rolls  of  toilet  paper  30  girls  and 
leaders  will  need  to  get  through  a 
weekend  camp  doesn't  necessari- 
ly mean  I'm  qualified  to  run  a 
major  company!  But  it  does  show 
that  I can  pay  attention  to  details 
and  plan  ahead.  Those  are  valu- 
able skills.  Now  I see  I have  quite 
a few  skills  that  I can  build  on. 

— Pat 


Putting  the 
Shine  on 
Your  Skills 

Pat  hopes  to  find  work  in  the  food 
service  industry,  preferably  with  a 
caterer.  She’s  decided  to  begin 
building  on  the  skills  she’ll  need 
to  succeed  in  this  area.  She  wants 
to  learn  more  about  food  from 
other  cultures  and  more  about 
preparing  appetizers  — a type  of 
food  that  caterers  are  frequently 
asked  to  serve. 

To  put  a shine  on  her  skills, 
Pat  has  decided  to  take  these 
steps: 

• Sunnila,  one  of  the  women  on 
the  fund-raising  committee  is  an 
excellent  cook.  Her  specialty  is 
East  Indian  cuisine.  Pat’s  going 
ask  Sunnila  if  she’ll  give  her  a 
few  “lessons.”  In  exchange,  Pat 
will  offer  Sunnila  a couple  of 
evenings  of  babysitting. 

• Pat  will  enroll  in  a two-night 
course  at  the  local  arts  centre  — 
“Preparing  Canapes  and 
Appetizers.” 


You  can  begin  to  polish  your 
skills,  too. 

• Decide  which  skills  relate  most 
closely  to  the  area  you  want  to 
work  in.  Or,  choose  the  skills 
that  you  would  most  like  to 
improve. 

• Could  you  read  a book,  watch  a 
video  or  take  a course  to  help 
you  build  this  skill? 

• Do  you  know  someone  who  has 
this  skill  or  a similar  one?  Would 
that  person  agree  to  coach  you? 

The  following  article,  “Keep  On 
Learning,”  is  full  of  further  sugges- 
tions for  putting  the  shine  on  your 
skills  — and  for  acquiring  new 
ones!  Once  you  recognize  your 
skills  and  give  them  a name,  you 
may  feel  a boost  in  your  confi- 
dence level.  Those  tasks  you’ve 
been  doing  day  in  and  day  out  do 
amount  to  something  — a base  of 
skills  that  you’ve  already  begun  to 
build  on.  Shine  on! 
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Needs 

Skill  Yes!  Work 


The 


Here's  a list  of  the  top 
ten  skills  that  employers 
are  looking  for.  Check 
the  skills  you  have  and 
the  skills  you  need. 


Communication  skills 

I speak  clearly 
I write  clearly 
I listen  well 

I follow  directions  and  understand  what’s  being  said 

Teamwork  skills 

I’m  co-operative 
I appreciate  other  people’s  ideas 
I know  how  to  work  toward  group  goals 
I’m  friendly 
I think  positively 

Time  management  skills 

I’m  good  at  scheduling 
I set  goals 

I do  what  I say  I’ll  do,  on  time 

Problem  solving  and  decision  making  skills 

I can  think  clearly 
I can  analyze  situations 
I know  how  to  make  informed  decisions 
I like  solving  problems 

Organizational  skills 

I know  how  to  plan  ahead 
I set  goals  for  myself 
I can  handle  interruptions  and  changes 
I can  organize  and  care  for  equipment  & supplies 

Learning  skills 

I’m  curious 

I know  how  to  read  and  find  out  information 
When  I don’t  know,  I ask 
I want  to  keep  learning 

Computer  skills 

I can  use  a keyboard 
I can  use  software 

Creativity  skills 

I can  come  up  with  new  ideas 
I like  trying  new  ways  of  doing  things 

Leadership  skills 

I’m  a positive  person 
I can  motivate  others 
I like  to  help  others  reach  their  goals 
I can  assign  and  coordinate  tasks 

Adaptability  skills 

I have  a positive  attitude  toward  change 
I respect  other  people’s  points  of  view 
I can  handle  transitions 
I leam  from  my  mistakes 
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Keep  on 


Learning 


Once  upon  a time,  not  so  very 
long  ago,  a certificate,  a 
diploma  or  a degree  was 
almost  like  a magic  carpet. 
You  could  ride  it  right  through 
the  world  of  work,  from  your 
first  job  to  your  retirement. 
Occasionally,  you  might  have 
had  to  replace  a few  threads 
in  the  carpet  or  to  dust  off  the 
fringes.  Generally,  though,  if 
you  had  that  magic  carpet, 
you  assumed  that  you’d 
learned  most  of  what  you 
needed  to  know  to  do  the 
job  — for  a lifetime. 


itfaout  a doubt, 
certificates, 
diplomas  and 
degrees  are  still 
worth  their 
weight  in  gold  when  it  comes  to 
finding  work.  But  these  days,  no 
matter  what  kind  of  education  or 
training  you  have,  if  you  want  to 
succeed  in  the  world  of  work, 
you’ve  got  to  keep  on  learning! 

Why  is  Learning 
So  Important? 

To  keep  up  with  global  competition 
and  technological  change,  organiza- 
tions are  trying  to  work  “smarter.” 
Employers  are  hiring  people  not 
only  because  of  what  they  know, 
but  also  because  of  what  they’re 
willing  to  learn. 

How  does  this  affect  you? 
Take  a look. 

• Most  new  jobs  created  in  the 
next  10  years  will  require 
advanced  education  or  training. 

• You’ll  need  some  level  of 
computer  competence  for  almost 
every  job. 

• You’ll  require  continuous 
training  to  keep  up  with  the 
new  technology  in  almost  every 
workplace. 


• New  information  is  developing 
so  rapidly  that  your  technical 
know-how  will  be  out  of  date 
five  years  after  you  acquire  it. 

• You’ll  have  to  upgrade  your 
skills  continually  to  meet 
constantly  changing  work 
requirements. 

Learning  is  also  important  because 
it’s  one  of  the  most  effective  ways 
to  ensure  that  “You,  Inc.”  stays  in 
demand.  When  your  skills,  infor- 
mation and  knowledge  are  up  to 
date,  your  services  and  ideas  will 
be  of  most  value  to  employers. 

A commitment  to  life  long  learning 
could  also  be  your  key  to  managing 
change.  As  you  keep  on  learning, 
you  keep  on  gathering  more  skills 
and  more  experience.  With  a broader 
base  of  skills  and  experience, 
you’ll  tend  to  be  more  flexible  and 
more  adaptable  — and  better  able 
to  deal  with  change. 
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How  will  you  keep 
on  learning?  You 
can  start  by. . . 

Owning  Your  Learning 

Until  recently,  many  workers  relied 
on  their  employers  to  take  charge 
of  their  on-the-job  learning.  These 
days,  fewer  employers  — particu- 
larly small  and  medium-sized  busi- 
nesses — have  the  resources  to 
provide  this  kind  of  direction  and 
training.  Despite  this  trend, 
employers  increasingly  expect 
workers  to  stay  current  in  their 
field.  They  want  their  employees  to 
own  their  own  learning. 

When  you  own  your  learning,  you 
assume  that  it’s  your  responsibility 
to  figure  out  what  you  need  to 
learn  and  to  find  ways  to  learn  it. 

That’s  what  Meena’s  doing.  She 
recently  landed  a job  as  a sales 
associate  in  a women’s  clothing 
store.  “I’m  good  with  the  cus- 
tomers,” she  says.  “But  after  a few 
months  on  the  job,  I can  see  that 
there’s  more  to  being  a top  sales 
associate  than  customer  relations.  I 
thought  a lot  about  my  perfor- 
mance at  work  and  decided  I needed 
to  know  more  about  the  computer 
cash  register  system.”  Meena’s 
staying  late  to  help  the  manager 
cash  out.  In  the  process,  she’s 
learning  more  about  the  system  and 
about  ordering,  too.  Meena’s  taking 
charge  of  her  learning. 

What  do  you 
want  to  learn 
and  why  do  you 
want  to  learn  it? 

Figuring  out  what  you  need  to 
learn  will  help  you  to  get  started. 
Knowing  why  you  want  to  learn  it 
will  help  you  to  stay  motivated. 


To  Own  Your 
Learning  . . . 

Figure  out  what  you  need  to 
learn. 

Be  clear  about  why  you 
want  to  learn  it. 

Decide  how  you  learn  best. 
Figure  out  how  to  get  the 
information  or  experience 
you  seek. 


What 

To  help  you  to  decide  what  you 
need  to  learn,  do  your  own 
Personal  Performance  Review. 
Think  about  how  well  you’re  doing 
the  tasks  and  showing  the  attitudes 
your  work  requires.  In  a way,  doing 
a personal  performance  review  is 
like  pretending  that  you’re  the 
supervisor. 

Ask  yourself  the  following  ques- 
tions. Write  out  your  answers. 

• How  accurately/quickly/courte- 
ously do  I perform  the  tasks  I’m 
assigned? 

• How  often  do  I do  the  tasks  I 
know  need  to  be  done  without 
being  told?  How  often  do  I wait 
for  instructions? 

• How  do  I get  the  information  I 
need?  Do  I watch,  read  or  ask 
questions? 

• What  am  I doing  to  help  this 
organization/business/employer? 

• How  well  do  I relate  to  customers? 
co-workers?  supervisors? 

• What  are  my  areas  of  strength? 

• In  what  areas  do  I need  to  build 
my  skills  and/or  attitudes? 

• What  steps  do  I need  to  take  to 
build  my  skills  and/or  attitudes? 

Reading  over  your  answers  will 
give  you  some  ideas  about  what 
you  might  need  to  learn.  Meena 
decided  to  improve  her  skills  in  an 
area  where  she  wasn’t  completely 
comfortable  — using  the  computer 


cash  system.  Will  you  begin  by 
building  on  your  strengths  or  by 
developing  a new  skill  or  attitude? 

Why 

We  learn  better  when  we  know 
why  we’re  learning  something. 

Why  does  Meena  want  to  learn 
more  about  the  computer  cash  sys- 
tem? She  knows  it  will  help  her  to 
serve  her  customers  better.  And  it 
will  eventually  allow  her  to  take 
over  the  task  from  her  manager. 
Meena’s  learning  to  increase  her 
effectiveness  and  to  become  a more 
valuable  employee. 

“Normally,  I wouldn’t  volunteer  to 
have  anything  at  all  to  do  with 
computers  or  numbers!”  laughs 
Meena.  “Math  was  not  my  best 
subject  in  school.  Now  that  I’m 
motivated  though,  I find  it’s  not  as 
tough  as  I thought  it  would  be.  I 
can  see  why  I need  to  be  competent 
using  the  system,  so  I’m  finding  it 
easier  to  concentrate  and  learn.” 

Like  Meena,  you  might  want  to 
learn  or  improve  a skill  or  an  atti- 
tude because  it  will: 

• help  you  work  more  efficiently 
and/or  effectively 

• increase  your  value  as  an 
employee 

• ensure  that  “You,  Inc.”  stays  in 
demand 

• help  you  reach  a goal 

• make  work  more  interesting 
and/or  rewarding. 

Don’t  limit  yourself  to  this  list— 
there  ere  many  other  reasons  for 
learning  or  improving  a skill. 
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My  Learning  Contract 

I will  learn  to: 


I will  learn  this  by  (name  a 
date): 


I want  to  leam  this  because: 


Signed:  _ _ 

Learning  Styles 

How  do  you  leam  best?  People 
leam  in  many  different  ways.  If 
you  know  which  learning  style 
you’re  most  comfortable  with, 
you’ll  be  able  to  make  the  most  of 
each  learning  situation. 

If  you’re  an  auditory  learner, 
you  leam  best  listening  to  the 
spoken  word. 

• You  leam  by  listening  to 
instmetors  and  others. 

• You  can  often  remember  what’s 
been  said  without  taking  notes. 

• You  like  to  have  things  explained 
to  you  verbally. 

• You  pick  up  information  and 
insight  from  discussions. 

If  you’re  a visual  learner,  you 
leam  best  looking  at  images. 

• Drawings  and  diagrams  help  you 
understand  and  remember. 

• You  can  remember  what  you  read. 

• You  use  note-taking  to  help  you 
remember  details. 

• You  like  to  leam  from  books. 


• After  watching  someone  do 
something,  you  can  often  do  it 
yourself. 

If  you’re  a tactile  learner,  you 
leam  best  through  a hands-on 
approach. 

• You  can  take  things  apart  to 
figure  out  how  they  work. 

• You  like  to  experiment. 

• You  leam  by  doing. 


what  we  can’t  see.  It’s  just  harder 
for  me  to  learn  without  actually 
seeing  it  or  taking  it  apart,”  she 
explains.  Because  she  knows  she 
favours  a concrete  approach,  Sandy 
put  some  extra  effort  into  focusing 
on  the  theory'.  “One  of  my  team 
members  is  better  at  this  than  I am. 
I asked  her  to  go  over  it  with  me 
again  - — • and  again!”  she  laughs. 
“Finally,  I got  it.” 


Do  you  prefer  using  one  of  these 
approaches?  Or  do  you  use  them 
all,  depending  on  the  learning  task? 

You  may  find  that  you  often  need 
to  combine  learning  styles.  You 
may  have  to  leam  both  the  theory 
behind  the  task  and  the  hands-on 
ability  to  complete  it.  In  other 
words,  you  may  need  to  be  able  to 
do  the  task  and  you  may  also  need 
to  understand  why  you’re  doing  it 
and  how  the  task  fits  into  the  “big 
picture.” 

Concrete  learning  — - getting  your 
hands  “dirty”  — can  be 
challenging  if  you  prefer  a 
theoretical  approach.  And  vice 
versa,  as  Sandy  found  out.  The 
small  manufacturing  plant  where 
she  works  replaced  some  of  its  out- 
dated equipment,  including  the 
machine  that  Sandy’s  team  worked 
with.  “We  had  a training  session  on 
how  to  run  the  new  machine,”  she 
explains.  “I’m  a hands-on  person.  I 
kept  wanting  the  guy  to  open  up 
the  machine  so  we  could  see  how  it 
worked.” 


Sandy’s  work  team  is 
responsible  for 
trouble-shooting  the  new  equipment. 
Unless  she  understands  how  the 
machine  works  and  what  to  look 
out  for,  Sandy  won’t  be  much  help 
to  her  team.  “I  know  with  this  new 
machine,  we  need  to  understand 
what’s  going  on  inside  it  — 


Your  Personal 


IB  e# 


You  can  learn  from  the  learning  experiences  in  your  past, 
both  in  and  out  of  school.  Think  of  a situation  when  you 
felt  relaxed,  enthusiastic  and  successful  about  your  learning. 
Think  of  a situation  when  you  felt  just  the  opposite.  Ask 
yourself  these  questions: 


• Who  did  I learn  from 
successfully? 

• In  which  situations  did  I learn 
well?  In  school?  Out  of  school? 

• Where  I learned  well,  what  was 
the  atmosphere  like? 

• Did  I do  better  under  pressure? 

• Did  I learn  best  at  my  own  pace? 

• Can  I recreate  my  best  learning 
experiences  as  I learn  at  work? 


Learning  for 
Work 

When  you  think  about  learning, 
you  may  think  about  a formal 
classroom  situation  — a situation 
that  may  have  been  either  a posi- 
tive or  a negative  experience  for 
you.  You  can  learn  a lot  in  a for- 
mal settting,  but  it’s  only  one  of 
many  learning  opportunities  open 
to  you. 

You  can  learn  for  work: 

• at  home 

• on  your  own 

• from  co-workers  and  friends 

• from  supervisors  and  managers 

• from  customers  and  suppliers 

• by  reading  magazines,  books, 
journals  and  newspapers 

• by  watching  newscasts  and 
educational  programs 


• on  the  Internet 

• by  volunteering 

• through  seminars,  workshops 
and  courses  where  you  work  or 
at  an  educational  institution 

• by  teaching  others  what  you 
know. 

At  work,  you  probably  expect  to 
learn  from  your  supervisors.  In 
fact,  you  can  learn  something 
from  just  about  everybody  you 
meet  on  the  job. 

Marla’s  just  started  working  as  a 
receptionist  at  an  advertising 
agency.  She’s  determined  to  do 
her  best  at  the  job,  so  she’s  trying 
to  learn  as  much  as  she  can.  She’s 
exploring  every  learning  opportu- 
nity she  can  . . . 


Learning  from  Her 
Co-workers 

“One  of  my  duties  is  to  do  the 
photocopying,”  explains  Marla. 
“Except  for  using  the  ones  at 
school,  I’ve  had  practically  no 
experience  doing  this.”  The  office 
manager  showed  Marla  how  to 
replace  the  paper  and  how  to  per- 
form basic  upkeep.  However, 
notes  Marla,  “This  machine  has  a 
mind  of  its  own!”  Who  knows  the 
machine  best?  The  bookkeeper 
who’s  worked  with  the  company 
for  many  years  and  has  learned, 
over  time,  how  to  outwit  a number 
of  copiers,  including  this  one. 

After  the  third  paper  jam  in  one 
day,  Marla  approached  Alice,  the 
bookkeeper.  “I  asked  for  her  help. 

I explained  that  if  she’d  help  me 
with  the  copier  every  time  that 
week  when  I couldn’t  figure  out 
the  problem  myself,  then  by  the 
end  of  the  week  I wouldn’t  need 
to  interrupt  her  again.  She 
agreed.”  Marla  offered  to  word- 
process  Alice’s  correspondence 
that  week,  to  make  up  for  the 
interruptions.  On  Friday,  she  took 
Alice  out  for  lunch  as  a way  of 
saying  thank  you. 

Learning  from  Her  Suppliers 

“One  day,  I noticed  the  company’s 
computer  consultant  working  at  a 
computer  terminal  using  the  same 
word  processing  program  that  I 
use.  She  was  taking  some  short- 
cuts with  the  commands,  moves 
that  I wasn’t  familiar  with.  It 
seemed  as  if  she  was  saving  a lot 
of  time,”  says  Marla.  She  asked 
Elaine,  the  consultant,  to  show  her 
the  commands.  “Elaine  said  she’d 
show  me  five  or  six  of  the  com- 
mands each  time  she  comes  into 
the  office.  She  said  I’d  learn  them 
best  using  them  a few  at  a time.” 
Marla  uses  some  of  the  shortcuts 
now  and  notices  that  they  do  make 
her  more  efficient. 
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Learning  from  Her 
Customers 

Marla  deals  with  her  company’s 
customers  but  her  co-workers  are 
also  her  customers.  One  afternoon, 
one  of  the  account  executives 
stormed  up  to  the  reception  desk, 
visibly  angry.  She  was  upset 
because  Marla  hadn't  called  her 
out  of  a meeting  to  take  a phone 
call  from  a very  important  client. 
As  a result,  the  agency  had  lost 
that  client’s  business.  “I  was 
upset,  too,  but  I asked  her  how  I 
could  tell  who  the  important 
clients  were  and  whose  calls 
should  have  that  kind  of  priority,” 
Marla  says.  “She  told  me  I should 
talk  to  the  account  manager.” 
Marla  went  to  see  the  account 
manager  and  they  discussed  what 
had  happened.  Marla  asked  him  to 
give  her  a list  of  high  priority 
clients,  matching  their  names  with 
the  account  executives  who  were 
working  on  their  ad  campaigns. 
“We  agreed  that  he'd  update  the 
list  every  week,”  she  explains. 
“That  way,  I’ll  be  sure  to  know 
who’s  who.” 


LEARN  BY 

Teaching 

Teaching  is  a highly  effective 
way  to  learn  because  before 
you  can  teach  someone  a skill, 
you  have  to  figure  out  how  you 
perform  the  skill  yourself.  For 
example,  if  you’re  a house 
painter,  you  have  to  analyze 
why  you  apply  the  paint  in  a 
particular  way.  If  you’re  a sales 
person,  you  need  to  become 
aware  of  how  you  know  when 
it’s  time  to  close  the  sale.  Try 
this  technique  for  yourself! 
Volunteer  to  train  the  new 
person  at  work,  or  help  a 
co-worker  learn  a skill  you 
already  have. 


When  you  take  a positive  attitude 
toward  learning  at  work,  you  sig- 
nal to  your  employer  that  you: 

• recognize  how  important  it  is  to 
keep  up  with  change 

• want  to  improve  your  own 
performance 

• care  about  the  success  of  the 
organization 

Of  course,  there  is  no  magic 

answer  (or  carpet,  either!)  that 
guarantees  success  in  the  work- 
place. And  yet,  if  you  keep  on 
learning,  you  might  be  pleasantly 
surprised  by  how  far  it  will  take 
you! 
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Working  is  about  getting  the  job  done,  of  course.  But  it’s  also 
about  building  and  keeping  a solid  reputation  and  positive 
relationships  in  the  workplace.  This  section  of  Woman  Today 
is  full  of  suggestions  for  you  — the  woman  at  work! 


to 

Work 

When  you  go  to  work,  you  want 
to  fit  in,  to  look  and  act  like  you 
belong  with  the  organization  and 
your  co-workers.  At  the  same 
time,  you  want  to  stand  out! 
You  want  your  work  to  be 
noticed  and  valued.  You 
want  to  be  well  liked 
and  respected  by  your 
employer  and  your 
colleagues. 


It’s  a question 
of  how  to  BE  at  work  — a 
question  this  article  will  help 
you  to  answer. 


Fitting  In 


When  you  enter  a new 
workplace,  in  many  ways 
it’s  like  entering  a new 
culture.  How  do  the 
people  here  interact? 
What  kind  of 
appearance  or 
behaviour  is 
acceptable?  What’s 
encouraged?  What’s  frowned 
upon?  Figuring  this  out  can  be 


challenging,  especially  since  you 
may  not  feel  comfortable  asking 
these  questions  directly. 

This  is  the  time  for  a little  quiet 
detective  work  — keep  your  eyes 
and  ears  open.  Watch  what’s  going 
on  for  clues  about  how  to  act  and 
speak  appropriately.  During  your 
first  few  days  and  weeks  in  a 
new  work  situation,  one  of  your 
most  important  tasks  is  to  learn 
the  written  and  unwritten  rules 
of  conduct. 


Here  are  some  tips  to  help 
you  ease  into  a new  work 
situation. 


• Be  on  time. 

• Find  out  when  and  where  to 
take  your  breaks.  Take  the 
time  you’re  supposed  to. 

• Find  out  where  to  keep  your 
personal  items. 

• Tell  people  you’ve  just 
started  and  ask  for  help 
when  you  need  it. 

• Learn  the  names  and  roles 
of  the  people  around  you. 

• Be  polite  and  courteous. 
Take  your  time  starting 
new  friendships. 

Adapted  from  Prospects  1996-1997. 

Canada  Career  Information  Partnership 
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Dress  for  Success 

This  doesn’t  necessarily  mean  you 
should  wear  a business  suit  — 
although  it  could,  if  that’s  how 
people  dress  in  your  workplace. 
What  it  does  mean  is  that  you’ll 
feel  most  comfortable  if  you  dress 
in  the  same  way  your  co-workers 
do. 

• Do  your  supervisors  and  co- 
workers wear  business  clothes? 
T-shirts  and  jeans?  Uniforms? 
Take  your  cue  from  what  they’re 
wearing. 

• Make  sure  you  have  special 
clothing  and  equipment  if  you 
need  it.  If  you’re  working  in  a 
construction  zone,  you’ll  need  a 
hard  hat  and  steel-toed  boots. 

If  you’re  waiting  on  tables, 
you’ll  need  a good  pen  and 
comfortable  shoes. 

• Depending  on  where  you  work, 
it’s  usually  more  important  to 
wear  clothes  that  are  clean  and 
in  good  condition  than  it  is  to 
wear  the  latest  style.  However, 
if  you’re  working  in  a trendy 
boutique,  your  “look”  could  be 
an  important  part  of  your 
success.  And  if  you’re  working 
in  construction,  landscaping, 
house-painting  or  a similar  area, 
dirty  clothes  may  be  proof  that 
you’re  getting  the  job  done! 

• Generally  speaking,  when  it 
comes  to  wearing  jewellery, 
perfume,  make-up  and  dramatic 
hair  styles  at  work,  less  is  more. 


“When  I started  at  my  job,  I wanted  to  make  a good 
impression  so  I was  super-friendly  with  everybody.  One 
woman  just  sort  of  swept  me  up  under  her  wing.  She 
wanted  to  go  for  lunch  and  coffee  with  me  nearly  every 
day.  I didn't  really  know  who  was  who  or  what  was  what 
yet,  so  I went  along.  Soon  she  started  telling  me  all  this 
stuff  about  how  badly  her  boyfriend  treated  her  and  how 
rotten  her  life  was  and  so  on  and  she  expected  me  to  do  the 
same.  I've  tried  to  cool  it  with  her,  but  she  keeps  hanging 
around  my  desk,  going  on  and  on  about  her  problems  when 
we  both  have  work  to  do.  I’ve  given  her  lots  of  hints  about 
how  busy  I am  and  I’ve  even  told  her  I didn’t  want  to  talk 
about  that  kind  of  stuff  at  work.  But  she  keeps  bugging  me. 
I’m  going  to  have  to  talk  to  my  supervisor  about  her,  I 
guess.” 

— Dawn 


Professionally 

Speaking 

Your  choice  of  words,  your  tone 
of  voice,  the  things  you  talk  about 
— when  you’re  at  work,  these 
should  all  be  professional,  rather 
than  personal.  You  don’t  need  to 
be  cold  or  distant.  You  do  need  to: 

• be  courteous.  To  customers  and 
co-workers,  even  those  you  may 
not  like.  Follow  the  basic  rules 
of  politeness  (e.g.,  say  “please” 
and  “thank  you”).  Pay  attention 
to  people  when  they  talk  to  you. 

• be  friendly.  Get  to  know  your 
co-workers  but  do  so  slowly. 
You  may  be  spending  a lot  of 
time  together;  however,  that 
doesn’t  mean  that  they  want  or 
expect  you  to  share  all  the 
details  about  your  personal  life. 
Likewise,  don’t  pry  into  theirs. 
Over  time,  you  may  build 
lasting  relationships  with  some 
of  them.  Don’t  be  in  a rush. 


• talk  about  your  personal 
concerns  on  your  own  time.  If 
you’re  friends  with  a co-worker, 
make  plans  to  meet  at  noon  or 
after  work  to  have  a visit. 

• be  diplomatic.  Choose  your 
words  carefully.  Deal  as  fairly, 
calmly  and  objectively  as  possible 
with  problems.  When  you  feel 
as  if  you’re  heading  into  a 
conflict  with  a co-worker  or 
supervisor,  suggest  a cool-down 
period  before  you  try  to  discuss 
your  differences. 

• speak  well  of  your  employer. 
Even  when  you’re  away  from 
work,  you’re  an  ambassador 
for  your  organization.  If  you 
have  any  issues  or  concerns,  talk 
them  over  with  your  supervisor 
or  a trusted  friend  or  family 
member.  Don’t  air  your  concerns 
in  public. 
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Gossip 


It’s  part  of  human  nature  for 
people  to  talk  about  each  other. 
We  pass  on  news,  good  and  bad. 
We  share  our  concerns  about 
friends  and  family.  Sometimes, 
though,  the  line  between  concern 
and  gossip  can  be  pretty  thin. 

Gossip  has  the  potential  to  upset 
everybody.  If  you  and  Sue  talk 
about  Barb  when  she’s  not  there, 
you’re  bringing  Sue  right  into  the 
middle  of  your  relationship  with 
Barb.  And  you  risk  stepping  over 
boundaries  in  Barb’s  relationship 
with  you  and  with  Sue.  If  you 
have  a problem  with  Barb,  should 
you  be  talking  to  Sue  about  it  — 
or  to  Barb  herself? 

The  next  time  you  hear  yourself 
talking  with  someone  about 
another  person  who  isn’t  there, 
ask  yourself  these  questions. 

• How  do  I feel  about  the 
person  who  isn’t  here? 

Am  I angry,  hurt,  frustrated, 
envious? 

• Am  I sharing  information  that 
this  person  has  trusted  me  to 
keep  to  myself? 

• How  would  I feel  if  this  person 
could  hear  what  I’ve  been 
saying  about  him  or  her? 

• How  would  I feel  if  this  person 
talked  about  me  this  way? 


Acting 

Professionally 

We’re  not  talking  about  a career  in 
the  movies  — unless  that’s  your 
work!  What  we’re  referring  to 
here  is  showing  maturity  and  good 
judgment.  You  demonstrate  your 
professionalism  every  time  you: 

• treat  others  as  you  would  like 
to  be  treated.  Mutual  respect  is 
the  key  to  a healthy  working 
environment. 

• show  that  you’re  aware  of 
other  people’s  boundaries. 

You  respect  the  fact  that  their 
needs,  feelings,  opinions,  abilities 
and  limitations  are  different  than 
yours. 


• control  your  emotions. 
Unmanageable  anger,  constant 
complaining,  over-the-top 
dramatics  are  disruptive  and 
unproductive.  They  could 
cost  you  your  job.  If  you’re 
concerned  about  an  issue, 
discuss  it  with  your  supervisor. 

• think  before  you  act.  What 
kind  of  impact  will  your  actions 
have  on  your  co-workers  and 
customers?  What  will  your 
actions  say  about  you? 

• respond  positively  to  criticism 
of  your  work  and  to 
suggestions  for  improvement. 

• respect  the  authority  of  your 
supervisors  and  employers  in 
work-related  matters. 


( " A 

Useful  Answers 
to  Useless  Questions 

Some  people  don’t  realize  that  we  all  have  boundaries.  For 
some  reason,  they  think  they  have  the  right  to  ask  questions 
about  things  that  are  none  of  their  business.  You  may  meet 
people  like  this  at  work.  If  you  do,  it’s  good  to  be  prepared. 
Here’s  our  list  of  appropriate  answers  to  inappropriate 
questions.  Feel  free  to  use  them  or  to  make  up  your  own!  | 

• That’s  a private  matter 

between 

and  me. 

• It’s  something  I want  to 
keep  to  myself. 

• I’m  surprised  that  you’d 
ask  me  such  a personal 
question. 

• I’d  rather  not  discuss  that 
with  you,  if  you  don’t 
mind. 

V 
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STANDING  OUT 

At  work,  you  want  to  be  noticed 
for  all  the  right  reasons.  The  most 
effective  way  to  do  this  is  to  bring 
your  positive  attitudes  with  you  to 
work.  Everyday,  you  have  the 
opportunity  to  show  your  employer 
that  hiring  you  was  a great  decision! 

Your  employer  wants 
you  to  have: 

• communication  skills 

• a positive  attitude 

• flexibility  and  adaptability 

• high  standards  of 
performance 

• a good  work  ethic 

• a sense  of  responsibility 

• productivity 

• honesty  and  reliability 

• a willingness  to  learn 

• the  ability  to  analyze  and 
evaluate 

Source:  Business  Council  of  B.C. 


Here  are  some  ideas  that  will  help 

you  to  succeed  at  work  and  to 

attract  some  positive  attention 

while  you’re  doing  it. 

Be  reliable  and  dependable 

• Come  to  work  on  time.  Call  in 
well  ahead  of  time  if  you  must 
be  absent.  Try  to  be  absent  as 
little  as  possible. 

• Do  what  you  say  you’ll  do. 
Complete  your  tasks  on  time. 

• Stay  organized.  Keep  your  work 
area  tidy.  This  lets  your 
supervisor  know  that  you’re  in 
control  of  what  you’re  doing. 

• Do  your  best.  Check  the  quality 
of  your  own  work. 

Be  proactive 

• Learn  all  you  can  about  the 
organization  and  what  you  can 
contribute.  When  you’ve  got  a 
clear  picture  of  your  role,  think 


about  how  you  could  show 
some  initiative.  What  could  you 
do  without  being  asked? 

• See  what  needs  to  be  done  and 
do  it.  Just  make  sure  you’re  not 
stepping  on  someone  else’s  toes. 

• Take  responsibility  for  what 
you  do. 

• Learn  how  to  do  a task  if  you 
don’t  know  how. 

• Learn  a skill  that  will  help  you 
stand  out.  Become  the  person 
everyone  else  goes  to  when  they 
need  something  proofread.  Or 
when  they  need  help  with  their 
computer  program.  Or  ...? 

Be  a team  player 

• The  phrase  “That’s  not  in  my 
job  description”  is  about  to 
disappear  from  the  language! 
These  days,  you  work  on  the 
task  that  needs  to  be  done. 

• If  you’re  asked  to  help  a co- 
worker on  a project,  jump  at  the 
chance.  You’ll  learn  something 
new  and  gain  a reputation  as  a 
helpful  employee,  too. 

• Be  willing  to  share  information. 

• Support  and  encourage  your 
co-workers. 

Be  flexible  and  adaptable 

• Be  aware  that  you  can’t  control 
everything. 

• Be  ready  and  willing  to 

compromise. 

• Be  prepared  for  the  unexpected. 

• Keep  on  learning!  It  will  help 
you  handle  change. 

Ask! 

• Ask  for  help  when  you  need  it. 
Recognizing  your  limits  is  a sign 
of  personal  strength  and  maturity. 

• If  you  don’t  know,  ask.  Not  only 
will  you  find  out  what  you  need 
to  know,  you’ll  also  show  that 
you’re  willing  to  learn. 


I work  in  a large  home  and 
hardware  store.  I’d  been  on  the 
job  about  a week  when  I had  to 
deal  with  a very  angry 
customer.  I guess  he ’d  been  in 
three  different  times  and  our 
sales  people  had  sold  him  three 
different  plumbing  parts  and 
none  of  them  had  solved  his 
problem.  Anyway,  by  the  time  he 
got  to  me,  he  was  pretty  upset. 
Part  of  me  wanted  to  tell  him  to 
take  a hike.  Another  part  of  me 
could  see  how  frustrating  his 
situation  was.  Somehow,  1 
managed  to  hold  on  to  my  cool. 
I took  a lot  of  deep  breaths  and 
tried  to  remember  not  to  take 
his  anger  personally.  I located 
the  hardware  manager,  who ’s  a 
retired  plumber,  and  got  the 
customer  to  sketch  out  his 
problem  while  we  waited  for  the 
manager  to  arrive.  The 
manager  was  able  to  solve  the 
customer’s  problem.  I felt  good 
about  how  I handled  the 
situation.  And  even  better  when 
my  supervisor  told  me  that  the 
hardware  manager  commented 
on  how  professional  I’d  been.  ” 
— Leah 
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"My  boss  was  struggling  to 
meet  a deadline.  I think  she 
didn't  ask  me  to  stay  late 
because  she  knows  I'm  a single 
mother  and  I have  to  pick  my 
kids  up  trom  the  day  care  by 
5:30  p.m.  But  I could  see  that 
she  really  needed  my  help.  So,  / 
called  my  sister  and  she  agreed 
to  pick  up  the  kids  and  look 
after  them  until  8 p.m.  I stayed 
until  about  7:30  p.m.  I think  my 
help  made  a real  difference.  My 
boss  told  me  how  much  she 


After  a few  months  at  work,  you’ll 
be  feeling  comfortable  with  your 
co-workers,  familiar  with  your 
surroundings  and  on  top  of  your 
tasks.  Some  people  may  be 
tempted  to  slip  into  a routine  and 
do  just  enough  to  get  by . . . 

You,  on  the  other  hand,  are  a 
woman  who  wants  to  succeed  at 
work.  After  the  effort  you’ve  put 
into  getting  hired,  you  know  that 
holding  on  to  your  work  takes 
focus  and  determination,  too.  So 
you  do  your  professional  best 
every  day.  You  know  how  to  BE 
at  work! 


appreciated  it.  And  the  next 


Check  Out 
Your  Attitude! 

It’s  showing.  Everyone  at  work 
can  see  it.  It  affects  every  task  you 
do.  What  does  your  attitude  look 
like? 

At  work,  are  you  . . . 

YES  NO 

Enthusiastic? 

On  time? 

...  Dependable? 

Organized? 

Flexible? 

Tolerant? 

Motivated? 

_ Sincere? 

Friendly? 

Able  to  take 

criticism  well? 

Courteous? 

Respectful? 


• If  you  answered  mostly  “Yes,” 
your  attitude  is  working  for  you! 

• If  you  answered  “No”  to  some 
items,  take  a closer  look.  How 
could  your  attitude  be  holding 
you  back?  How  might  this  make 
it  harder  for  you  to  succeed  at 
work? 

• Think  of  two  steps  you  can  take 
to  begin  to  change  each  of  your 
“No”  attitudes. 

Adapted  from  Canada  Prospects,  1996-1997. 

Canada  Career  Information  Partnership 
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My  supervisor  was  too 
friendly  to  all  the  women. 

He  stood  too  close  and  he 
touched  them  in  personal 
ways.  They  warned  me 
about  him  when  I started. 
They  told  me  I should  just 
leam  to  live  with  it  so  I 
could  keep  my  job.  Wei,  the 
first  time  he  tried  something 
like  that  with  me,  I told 
him  to  quit  it  or  I’d  tel 
the  manager.  He  said  he’d 
get  me  fired.  I said,  go 
ahead  and  try.  Wei,  he 
backed  down  pretty  fast 
and  left  me  alone  after 
that.  It  was  pretty  scary 
standing  up  to  him  like 
that.  I mean,  I needed  that 
job.  But  what  he  was  doing 
was  wrong.  It  was  illegal. 

— Vema 


Whaf&uGanDo 

• Don’t  ignore  sexual 
harassment. 

• Keep  a diary  about  what 
happens  and  when  it  happens 
including  the  date  and  time. 
Record  the  names  of  any 
witnesses  or  other  victims  you 
may  know  of.  Keep  letters, 
jokes  or  pictures  the  harasser 
gives  you. 

• Keep  proof  that  you’re  doing 
your  job  well.  Record  any 
spoken  comments  in  your 
diary.  Keep  a copy  of  your 
evaluations. 

• Tell  the  harasser  to  stop.  Be 
assertive.  If  you  try  to  be 
polite  or  nice,  the  behaviour 
will  probably  continue.  Write 
him  a letter  telling  him  to  stop 
and  keep  a copy  for  yourself. 
Threaten  to  report  him  to  the 
manager,  the  union  or  the 
Human  Rights  Commission. 

OfflcialSteps 

If  you  choose  to  make  an 

official  complaint  to  the 

authorities  be  ready  to  prove 

that  the  harassment  took  place. 

• Tell  your  supervisor,  manager 
or  personnel  office. 

Employers  are  legally 
responsible  for  making  sure 
that  the  workplace  is  free  of 
such  conduct. 

• Tell  your  union  or  association. 

• Tell  the  Human  Rights 
Commission. 


Remember  — it  is  not  your  fault. 


Adapted  from  Sexual  Harassment:  A Guide  for  Women  in  the  Workplace. 
Edmonton  Working  Women,  1995.  Used  with  permission. 


Harassment  involves  unwanted 
and  unwelcome  attention.  It 
may  include: 

• unwanted  touching,  patting  or 
pinching 

• making  you  feel 
uncomfortable  by  standing  too 
close  or  leaning  over  you  too 
closely 

• staring  in  an  unwelcome  way 

• unwelcome  jokes,  comments 
or  teasing  about  your  clothes 
or  body 

• showing  you  or  putting  up 
pornographic  material 

• unwanted  requests  or 
demands  for  sexual  acts 

• physical  assault. 

If  you  refuse  to  do  what  the 
harasser  wants  or  if  you  report 
him,  he  may  try  to  get  even  by: 

• firing  you 

• lowering  your  wages 

• giving  you  more  work  than 
you  can  handle 

• making  threatening 
comments. 


Woman  Today 
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MONEY 

MATTERS 


For  most  women  making 
change  in  their  lives, 
money  is  a big  concern. 
And  no  wonder!  If  we’re 
on  a low  income,  we 
struggle  all  the  time  to 
meet  our  family’s  basic 
needs  and  our  own.  This 
struggle  drains  our 
energies  and  steals  our 
hopes.  Money  can’t  buy 
love  or  happiness  but  it 
can  certainly  open  the 
doors  to  choice  and 
change. 


The 

Money 

Tiger 

Money  doesn’t  just 
talk,  it  ROARS! 

All  around  us,  all  the  time,  we  see 
and  hear  messages  that  tell  us  if 
we  want  to  Be  Somebody,  to 
Make  It,  to  really  Belong — we 
need  money.  On  our  good  days, 
we  may  realize  that  these 
messages  aren’t  true.  But  we  hear 
them  and  our  children  hear  them. 
The  messages  get  to  us.  When  the 
money  tiger  roars,  we  jump. 

When  we  feel  the  tiger  breathing 
down  our  necks,  many  of  us  are 
just  too  scared  to  turn  around  and 
face  it.  We  choose  to  keep  running 
two  steps  in  front  of  the  tiger.  This 
wears  us  down  and  it  wears  us 
out. 

We  have  another  choice — we  can 
tame  the  money  tiger.  This  isn’t 
easy.  (It  isn’t  easy  trying  to  stay 
two  steps  in  front  of  the  tiger  all 
the  time,  either!)  It  takes  courage. 


It  means  we  have  to  face  reality. 

We  can  start  the  process  by  taking 
a good  look  at  the  tiger’s  stripes. 
We  can  begin  to  see  that  our 
relationship  with  money  is  very 
complex.  Money  is  always  more 
than  just  a matter  of  dollars  and 
cents. 

Money  is  a powerful  symbol. 

Arnold  is  the  “breadwinner.”  He 
demands  that  his  wife,  Maria,  tell 
him  about  every  penny  she  spends 
on  the  home,  the  children  and 
herself.  Now  that  the  children  are 
all  in  school,  Maria  would  like  to 
take  some  upgrading  classes. 
Arnold  says  they  can’t  afford  this 
cost.  Maria  notices,  however,  that 
they  seem  to  have  enough  money 
for  Arnold’s  regular  fishing  and 
hunting  trips.  Arnold  feels  that 
because  he  has  the  paycheque  he 
should  have  all  the  decision- 
making power,  too. 

In  our  society,  we  sometimes 
confuse  people’s  worth  with  their 
net  worth  or  financial  status. 
Perhaps  because  of  this,  people 
who  control  the  money  in 
relationships  (and  in  society,  too) 
sometimes  claim  more  than  their 
share  of  the  power.  Maria  isn’t 


28 


earning  a wage  for  all  the  work 
she  does  managing  the  family 
home  and  caring  for  the  children. 
But  Maria  has  as  much  a right  as 
her  husband  does  to  decide  how 
their  family  will  spend  money. 

Lack  of  money  shouldn’t  rob  us 
of  our  self-esteem. 

In  our  consumer  society,  others 
may  feel  like  there’s  something 
wrong  when  we  can’t  afford  to 
buy  the  “Good  Life.”  We  may  not 
be  able  to  stop  people  from 
making  judgments  that  are  based 
on  how  much  money  we  have,  but 
we  can  refuse  to  let  lack  of  money 
rob  us  of  our  sense  of  worth. 

If  we  wait  to  be  “rescued,”  we 
may  forget  to  help  ourselves. 

Waiting  for  our  Prince  to  come  or 
our  luck  to  improve  often  stops  us 
from  taking  care  of  ourselves.  We 
may  be  living  in  a fantasy  world  if 
we  say  things  like: 

“I’ve  got  a boyfriend  now  and  he 
says  he’ll  take  care  of  us  no  matter 
what.” 

“I’m  going  to  find  me  a rich 
man!” 

“I  feel  it  in  my  bones  — I’ve  got 
the  winning  hand/bingo  card / 
bet/lottery  ticket!” 

Now,  every  woman  deserves  a 

healthy  fantasy  life.  But  if  we  wait 
to  be  taken  care  of  by  a husband,  a 
boyfriend  or  a government,  we 
may  never  learn  that  we  can  take 
care  of  ourselves. 

Money  and  emotions  often  go 
hand  in  hand. 

Scratch  the  surface  of  any  money 
issue  and  you’ll  find  some  pretty 
strong  feelings.  Even  though  Janet 
usually  picks  Flo  up  on  the  way  to 
the  movies  or  the  grocery  store, 

Flo  never  offers  to  buy  gas  for  her 
car.  Janet’s  upset.  “It’s  not  only  the 
money,”  she  says.  “I’m  driving 


whether  I pick  Flo  up  or  not.  I just 
don’t  like  feeling  like  her 
chauffeur.”  Janet’s  hurt  and  angry 
because  Flo’s  taking  her  for 
granted. 

Interesting,  isn’t  it?  We  can  often 
share  personal  details  about  our 
families,  our  loves  and  our  dreams 
with  friends  and  seldom  feel 
comfortable  talking  with  them 
about  money.  Janet  needs  to  tell 
Flo  how  she  feels  and  give  Flo  the 
opportunity  to  respond.  If  Flo 
can’t  contribute  money  for  the 
outings  she’s  going  on,  perhaps 
she  could  clean  Janet’s  car  or  offer 
to  babysit  for  her.  If  she  does  this, 
she’ll  let  Janet  know  that  she 
appreciates  what  Janet  is  doing  for 
her. 

Money  decisions  are  life/work 
decisions. 

Carrie  wanted  to  encourage  her 
son’s  interest  in  hockey,  so  she 
borrowed  money  from  her  brother 
to  buy  Danny  new  equipment. 
Danny  lost  interest  after  two 
months  and  stopped  playing. 
Carrie’s  angry  at  him.  He  says  he 
was  never  that  interested  in 
hockey.  Meanwhile,  her  brother 
has  been  laid  off  and  is  pressuring 
Carrie  to  repay  the  loan. 

“I  wanted  Danny  to  have  a focus, 
something  to  look  forward  to,” 
Carrie  explains.  Although  Carrie 
bought  her  son  hockey  equipment 
for  all  the  “right”  reasons,  playing 
hockey  seems  to  have  been  her 
goal  for  him,  rather  than  his  goal 
for  himself.  Now,  to  lower  the 
stress  level  in  her  family,  Carrie 
needs  to  come  up  with  a plan  to 
repay  her  brother.  She  also  needs 
to  decide  whether  or  not  to  insist 
that  Danny  help  her  with  the 
repayment. 

Our  money  decisions  affect  our 
wallets  and  the  other  areas  of  our 
life  as  well.  When  we’re  on  a low 


income,  we  don’t  have  a lot  of 
choice — we  spend  most  of  our 
money  on  necessities.  Money 
spent  on  an  emergency  or  an 
unplanned  treat  raises  the  family’s 
stress  level.  Even  a few  extra 
dollars  spent  the  “wrong”  way  has 
a big  impact  on  our  income. 

How  we  spend  our  money  tells  us 
a lot  about  what’s  important  to  us. 
Carrie  had  control  over  a certain 
amount  of  money.  Like  many  of 
us,  she  used  it  to  try  and  make  a 
positive  change  for  her  family. 

We  use  money  to  buy  us  more 
than  just  products  and  services. 
Gloria  wants  a navy  blue  jacket  to 
wear  to  job  interviews.  Rather 
than  shop  the  second  hand  stores, 
she  chooses  a brand-name  jacket 
on  sale  in  a boutique  in  the  mall. 
She’s  spending  more  money  but 
she’s  buying  something  more  than 
a jacket.  An  image?  A sense  of 
belonging?  A boost  to  her  self- 
esteem? Gloria  has  decided  that 
it’s  worth  what  it’s  costing  her. 


Hold  That 

We  can  use  this  information 
about  our  relationship  with 
money  to  help  us  tame  “the 
tiger.”  We  can  start  by 
paying  attention  to: 

• how  we  make  our 
decisions  about  money 

• how  we  feel  about  the 
money  decisions  we  make 

• how  our  money  decisions 
affect  the  other  parts  of 
our  lives 

• what,  besides  the  product 
or  service,  we’re  buying 
with  our  money 
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Money 

Talk 

Bonnie's  Story:  Part  1 

When  my  ex  took  off  and  l had 
to  go  back  to  work,  I knew 
right  away  that  we  wouldn’t 
make  it  unless  I kept  track  of 
every  penny.  I was  incredibly 
mad  at  my  ex  for  walking  out 
on  us  but  l guess  l was  just 
mad  enough  to  say  there's  no 
way  I'm  going  to  let  what  he 
did  ruin  my  kids'  chances. 

It's  not  like  we  were  rich  when 
we  were  together,  but  my  ex- 
husband  made  pretty  good 
money.  I'm  making  about  $8  an 
hour.  That's  more  than 
minimum  wage,  but  if  l blow  it 
for  the  month  — / mean  if  I 
overspend  — the  money's 
gone  and  no  one  else  is  going 
to  give  it  to  me. 


Know,  Know, 
Know 

Bonnie  understands  that  when  it 
comes  to  money,  knowledge  is 
power.  She’s  decided  to  keep  track 
of  every  penny  she  earns  and  every 
penny  she  spends.  Before  you  can 
begin  to  take  control  of  your 
money  situation,  you  need  to  know 
where  you  stand.  You  need  to  find 
out: 

• how  much  money  you  get  each 
month  and  where  it  comes  from 

• how  much  money  you  spend 
each  month  and  where  it  goes 


This  is  called  a budget.  To  many 
women,  this  word  sounds  about  as 
friendly  as  the  word  “diet.”  But  a 
budget  gives  you  the  information 
you  need  so  you  can  begin  to  do 
something,  however  small,  to  make 
the  changes  you  want. 

There  are  four  steps  to  creating  a 
budget. 

1 . Set  your  goals. 

2.  Keep  track  of  money  coming  in. 

3.  Keep  track  of  money  going  out. 

4.  Make  the  necessary  changes. 

Let’s  look  at  each  step  more 
closely. 


1.  Set  your  goals. 

Bonnie’s  goal  is  to  support  her  children  on  her  modest  income.  She  wants 
to  be  able  to  give  them  some  of  the  same  opportunities  they’d  have  if  her 
husband  was  still  supporting  the  family. 

What’s  your  financial  goal?  Would  you  like  to  have  some  money  left  at 
the  end  of  the  month?  Do  you  need  to  pay  off  a loan?  Deciding  on  your 
financial  goal  is  the  first  step  to  taking  control  of  your  money.  Having  a 
goal  will  help  you  focus  on  taking  control  of  this  part  of  your  life.  Maybe 
you’d  like  to  be  able  to  afford  a family  treat  once  in  a while.  Perhaps  your 
goal  is  to  go  back  to  school,  so  you  want  to  set  some  money  aside.  Use  the 
box  below  to  write  out  your  financial  goal(s).  Make  your  goal  specific. 

Today's  Date: 

Goal  Time  frame  What  it  will  cost  What  I need  to  do 

E.g.,  Pay  back  loan  1 year  $600  -Set  up  a repayment 

from  my  sister  schedule  of  $50  per  month 

-Set  aside  enough  to  buy  her 
flowers  as  a thank  you 

1. 


2. 


3. 
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Bonnie'S  Story:  Part  2 2.  Keep  track  of  money  coming  in. 


This  is  what  l did:  l wrote  down 
in  a notebook  the  exact 
amount  of  every  paycheque  i 
got  1 saved  ail  the  receipts  i 
got  for  everything  i bought.  1 
wrote  down  the  kids' 
allowances.  1 wrote  down  on 
little  pieces  of  paper  every 
penny  1 spent  that  l didn't  get 
a receipt  for.  was  l buried 
under  a pile  of  paper?  Yes , at 
first  And  receipts  got  lost  and 
it  was  a major  hassie.  But  by 
my  second  month  of  doing 
this,  i began  to  get  smart. 

I finally  read  the  booklet  on 
budgeting  my  friend  told  me 
about  it  said  to  get  a $7 
expandable  file  which  looks 
like  a cardboard  briefcase  but 
when  you  open  it,  it  stretches 
out  like  an  accordian  and  each 
fold  is  a pocket  for  holding 
paper.  I used  the  budget  sheet 
in  the  booklet  and  labelled 
each  pocket  — groceries  and 
food,  household  items,  rent, 
transportation  and  so  on.  Then 
as  soon  as  i walked  in  the  door ; 
I'd  transfer  the  receipts  or 
pieces  of  paper  from  my  purse 
to  the  appropriate  pocket  in 
the  file,  it  got  to  be  a habit. 
Even  the  kids  reminded  me  to 
do  it  if  l forgot. 

At  the  end  of  each  month , I’d 
add  up  ail  the  receipts  and  fill 
out  the  budget  sheet  in  the 
booklet  That  way  I'd  know 
how  much  money  was  coming 
in  and  how  much  was  going 
out. 


This  step  and  the  next  one  will  take  a little  work.  To  get  a clear  picture  of 
the  money  you  have  to  spend,  you’ll  need  to  keep  track  of  your  income  for 
three  months. 

• Make  enough  copies  of  the  Know,  Know,  Know  sheet  that  follows  to  last 
you  several  months. 

•Use  the  “Monthly  Income”  box  in  the  Know,  Know,  Know  sheet  to 
record  your  income. 

• Include  only  the  income  that  you  receive  every  month,  without  fail.  If, 
for  example,  your  children’s  support  payments  don’t  arrive  every  month, 
don’t  include  them.  Or,  only  include  them  if  you  can  estimate  them 
accurately. 

• Save  all  the  statements,  cheque  stubs  and  other  records  of  your  income  in 
a clearly  labelled  envelope  or  file.  (This  will  help  you  at  tax  time,  too.) 

3.  Keep  track  of  money  going  out. 

The  only  way  to  do  this  is  to  do  what  Bonnie  did.  Keep  track  of  every 
penny  you  spend  in  the  next  three  months.  Will  this  be  a hassle?  Yes.  Will 
it  be  worth  the  effort?  Yes!  Knowledge  is  power,  remember? 

You  can  make  this  step  easier  with  a little  organization. 

• Label  an  envelope,  a small  box  or  a section  of  an  expandable  file  (these 
items  are  all  free  or  under  $10)  to  match  each  expense  item  on  the  Know, 
Know,  Know  sheet. 

• Keep  receipts  for  everything  you  buy  (or  write  down  each  purchase  on  a 
slip  of  paper).  Put  them  into  your  purse. 

• Be  like  Bonnie  and  get  in  the  habit  of  transferring  these  receipts  and  slips 
of  paper  from  your  purse  to  the  file  when  you  come  in  the  door. 

• At  the  end  of  the  month,  add  up  the  receipts  in  each  category  and  fill  out 
the  “Monthly  Expenses”  section  of  the  Know,  Know,  Know  sheet. 
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1.  Monthly  Income 
Source 


Amount 


2.  Monthly  Expenses 
Item 


Amount 


2a.  Monthly  Utilities 
Item 


Amount 


salary/wage 

support/maintenance 

child  tax  benefit/pension 

other 

other 

other 

Total  Monthly  Income 

light  & water 

natural  gas 

local  telephone 

long  distance  telephone 

cable/pay  television 

Total 

* 

Insert  this  amount  into  the  Monthly  Expenses  table  on  the  "Utilities"  line. 


2b.  Annual  Expenses 
Item 


Amount 


savings:  emergency  fund,  goal 

rent/mortgage 

child  care 

utilities  (see  Monthly  Utilities, 2a) 

food  and  groceries 

transportation:  bus  fare,  gas,  oil,  parking 

loan/credit  payments 

personal  allowances: 

1. 

2. 

3. 

4. 

medical 

other  expenses: 

1. 

2. 

3. 

monthly  amount  for  annual  expenses 

(see  Annual  Expenses, 2b) 

Total  Monthly  Expenses 

insurance: 

-car 

-life 

-home/tenant 

-medical/AHC 

taxes  - income  and  property 

education  - tuition,  books 

holiday/travel 

celebrations,  festivals 

gifts  - birthdays,  weddings,  other  occasions 

car  maintenance/license 

clothing/footwear 

membership  fees/ dues/ subscriptions 

dental/optical 

home  maintenance/improvements 

donations 

other 

Annual  Total 

Divided  by  1 2 = 

* 

3 


c 


insert  this  amount  into  the  Monthly  Expenses  table  on  the  "monthly  amount 
for  annual  expenses"  line. 

Your  Total  Monthly  Income 


Less: 

Your  Total  Monthly  Expenses 


Your  Balance 
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Bonnie's  Story:  Part  3 

/ figured  if  l knew  where  the 
money  was  going,  l could 
control  it  better.  Like  water 
coming  out  of  a tap,  maybe  l 
could  turn  it  off  if  l had  to.  And 
that's  what  l started  to  do.  As 
an  example,  in  August,  instead 
of  buying  my  sons'  back- to  - 
school  stuff  at  the  mall,  we 
went  to  a second-hand  store. 
The  money  went  a lot  farther. 

And  in  August  and  September, 
l quit  playing  bingo.  A friend 
and  l went  to  the  discount 
movies  instead  — $1.50  a 
ticket  l probably  saved  $20  or 
$30  which  l put  toward  the 
boys’  hockey  equipment.  (We 
got  their  equipment  at  a 
community  swap  meet.)  So 
they  had  okay  clothes  and  got 
to  play  hockey.  They  were 
happy.  I found  out  I could  live 
without  bingo  (for  a while!) 
and  l was  really  beginning  to 
feel  like  maybe  I could  make 
this  work. 


Say  "Yes!"  to  the  Know,  Know,  Know! 

Follow  these  steps  to  fill  out  your  Know,  Know,  Know  sheet  each 
month. 

• List  your  monthly  income  and  monthly  expenses  as  described  in  Steps  2 
and  3 in  the  article,  Money  Talks. 

• Use  the  “Monthly  Utilities”  table  on  the  Know,  Know,  Know  sheet  to 
calculate  the  cost  of  your  utilities.  Transfer  that  amount  to  the  “Monthly 
Expenses”  table. 

• Use  the  “Annual  Expenses”  chart  to  calculate  how  much  you  need  to  set 
aside  each  month  to  cover  the  expenses  that  come  up  only  once  or  only  a 
few  times  per  year  — gifts,  clothing  needs,  insurance,  for  example.  If  you 
don’t  have  receipts  for  these  expenses,  try  to  estimate  them  as  accurately 
as  you  can.  (And  hang  on  to  those  receipts  for  the  next  time!)  Divide  the 
total  by  12  and  enter  the  figure  in  the  “Monthly  Expenses”  table. 

• At  the  end  of  each  month,  subtract  your  monthly  expenses  from  your 
monthly  income.  After  three  months  of  keeping  these  records,  you 
should  have  a fairly  accurate  picture  of  your  finances.  What  you 
discover  will  help  you  take  Step  4. 

4.  Make  changes. 

When  you  subtract  your  “Monthly  Expenses”  from  your  “Monthly  Income” 
on  the  Know,  Know,  Know  sheet,  you’ll  discover  that  either: 

Your  income  is  greater  than  your  expenses 

Congratulations!  Now  you  need  a plan  for  putting  your  leftover  dollars  toward 
your  goals.  Can  you  put  that  money  aside,  as  soon  as  you  get  your  paycheque, 
so  you’re  not  tempted  to  spend  it?  By  using  some  of  the  suggestions  on  the 
next  few  pages,  could  you  save  even  more? 

OR 

Your  expenses  are  equal  to  or  greater  than  your  income 

This  is  a tough  one.  To  reach  your  goals  you’ll  need  to  take  control  of  your 
money  situation  by 

• boosting  your  income  AND/OR 

• cutting  your  expenses  AND/OR 

• using  your  “more  than  money”  resources. 

BUT  FIRST!!  Congratulations  for  having  the  courage  to  go  face-to-face  with 
your  money  issues!  That’s  the  biggest  and  most  difficult  step  in  taking  control 
over  your  finances.  Bonnie’s  persistence  is  paying  off  for  her,  too.  Read  on  to 
find  out  how. 


“Can  I have  if,  Mono,  please?  Aw,  come  on...” 

Include  your  children  in  your  budget  process.  Let  them  know  what  you’re  doing  and  why.  Use  this  as  a 
teaching  opportunity.  Explain  to  them  that  when  you  have  to  say  “no”  to  something  they  want,  it  doesn’t  mean 
you  don’t  love  them.  It  only  means  that  money  is  limited. 

Give  your  school-age  children  a regular  allowance,  no  matter  how  small.  This  is  their  opportunity  to  practice 
making  money  choices.  Help  them  see  how  ads  on  TV  and  elsewhere  create  “needs”  and  “wants”  — not  only 
in  kids  but  in  adults,  too. 
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Bonnie's  Story:  Part  4 

Well,  I've  been  supporting  my 
kids  by  myself  for  a year  now.  I 
can't  say  it’s  been  easy.  But 
because  we're  keeping  track  of 
our  spending,  we're  learning 
how  to  stretch  what  we've  got 
to  the  end  of  the  month.  Next 
year,  my  oldest  son  will  be  13 
— - old  enough  to  supervise  my 
younger  son,  so  l won't  be 
paying  for  out  of  school  care. 
That’ll  free  up  almost  $100  a 
month.  I’ve  told  the  boys  that 
we’ll  save  some  of  it  for  a 
vacation.  I'm  going  to  use 
some  of  it  on  tuition.  I'm 
planning  to  enrol  in  an  evening 
program  at  the  college.  My 
goal  is  to  upgrade  my  skills  and 
then  upgrade  my  income,  too! 


Easy  to  say,  harder  to  do.  If 
you’re  working,  could  you 
approach  your  employer  for 
a promotion  or  a raise? 
Should  you  look  elsewhere 
for  work  that  pays  more? 

Maybe  you  could  start  up 
your  own  home  business,  to 
supplement  your  paycheque. 
Think  about  your  interests 
and  skills.  What  would 
other  people  pay  you  money 
for?  Could  you: 

• supply  your  local  coffee 
shop  with  those  cinnamon 
buns  you’re  famous  for? 

• rent  out  a spare  room? 

• cut,  colour  or  perm  your 
friends’  hair? 
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If  you’re  on  a low  income,  you  already  know  how  hard  it  is  to 
cut  down.  Going  back  to  your  budget  might  help.  Can  you  spot 
any  expenses,  even  small  ones,  that  you  could  do  without?  One 
of  the  best  ways  to  stretch  a dollar  is  not  to  spend  it  in  the  first 
place.  Keep  reading  for  more  ideas  on  how  to  save  money. 
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Your  “More 
Than  Money’5 
Resources 

Think  about  the  things  in  life  that  are  “free”  — family,  friends,  community. 
Think  about  the  skills  you  may  have  gathered  on  your  path  through  life  — 
cooking,  sewing,  playing  an  instrument,  gardening,  building  things, 
speaking  more  than  one  language.  These  are  your  “more  than  money” 
resources.  You  can  use  them  to  boost  your  income,  cut  your  expenses  and 
start  to  make  the  changes  you  want  in  your  life.  This  article  offers  you 
some  suggestions  about  where  to  start. 

Bartering,  Swapping,  Trading 

Whatever  you  call  it,  this  kind  of  exchange  has  been  around  a lot  longer 
than  money.  The  basic  idea  is  that  you  match  your  skills  (or  the  things  you 
own)  with  someone  else’s  needs  and  vice  versa.  Marg  needs  some 
maintenance  on  her  car.  She  can’t  fix  her  car  but  she  can  cook.  Marg 
prepares  five  frozen  suppers  for  her  neighbour,  Gerry,  in  exchange  for  his 
fixing  her  car.  Gerry  pays  for  the  ingredients,  Marg  pays  for  the  parts.  They 
put  their  agreement  in  writing,  stating  who  will  do  what,  who  will  pay  for 
what  and  when  the  work  will  be  completed. 

Bartering  with  friends  and  neighbours  is  a good  place  to  start.  However, 
you  might  not  want  to  limit  your  options  to  the  people  you  know. 
Community  centres,  non-profit  organizations,  churches  and  schools 
sometimes  organize  bulletin  boards,  swap  meets  and  groups  for  barterers. 
You  can  call  these  organizations  for  information  or  watch  for 
announcements  in  local  newsletters  and  community  papers. 

Babysitting  Co-ops 

Every  mom  needs  time  off  when  she  knows  that  her  children  are  safe  and 
being  well  cared  for.  One  no-cost  way  to  achieve  this  is  to  join  or  create  a 
babysitting  co-op. 
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Housing  Co-ops 

Most  housing  co-ops  cost  less 
than  similar  rental  units  because 
no  one’s  making  a profit  on  the 
housing  costs.  Each  housing  co-op 
is  owned  by  the  people  currently 
living  there.  Many  have  subsidies 
for  low  income  families.  Charges 
don’t  go  up  unexpectedly  or 
unreasonably.  Everyone  is 
expected  to  take  part  in  running 
the  organization  and  maintaining 
the  buildings  and  the  grounds,  as 
well  as  the  unit  they  live  in.  Some 
housing  co-ops  have  long  waiting 
lists  but  members  often  say  the 
co-op  experience  is  worth  the 
wait.  Check  the  yellow  pages 
under  “Housing  Rental.” 

Collective  Kitchens 

In  a collective  kitchen,  four  or  five 
people  budget,  plan,  shop  for  and 
prepare  four  to  five  meals  a 
month.  At  the  end  of  the  cooking 
session,  each  member  goes  home 
with  several  nutritious,  low-cost 
meals  ready  for  the  freezer.  (Very 
useful  to  have  during  that  last 
week  in  the  month  when  the  food 
budget  is  really  tight.)  Members 
learn  shopping  tips  and  new 
recipes  from  each  other,  save 
money  buying  in  bulk  and  have 
fun  in  the  process.  You  could  set 
up  a collective  kitchen  with 
friends,  neighbours,  co-workers 
and/or  family  members,  meeting 
at  a different  house  each  month. 

Food  Buying 
Co-ops 

When  several  people  put  their 
money  together  to  buy  food,  they 
can  all  save.  The  group  shares  the 
cost  of  sending  one  or  two 
members  to  a megastore.  There, 
they  can  buy  in  bulk  and  at  a 
volume  discount  for  the  whole 
group. 


Community 

Gardens 


In  some  communities,  groups  of 
people  organize  community 
gardens  on  unused  industrial  or 
government  land.  Whether  they’re 
growing  food  in  individual  or 
group  plots,  people  gardening 
together  leam  from  and  support 
each  other.  Pride,  outdoor 
exercise,  friendship  — a 
community  garden  grows  much 
more  than  just  fresh  vegetables. 
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We  supplement  our  small  incomes 
by  planting  our  community 
garden.  Many  Hispanic  families 
are  taking  part  in  this  successful 
project.  In  the  beginning  they 
didn't  know  the  right  time  to 
harvest  and  plant,  but  people  are 
learning  fast  now  and  they  know 
all  the  secrets.  Learning  from 
each  other  is  fantastic,  because 
everybody  has  their  own 
experiences. 

From  each  other,  we  learn  what 
vegetables  are  best  for  freezing 
to  preserve  the  Vitamin  C.  Other 
varieties  are  excellent  for 
canning  or  pickling;  others  are 
good  for  drying  or  turning  into 
sauce,  paste  or  jam.  Some  of  the 
girls  share  with  us  the  secrets 
that  grandma  had,  like  keeping 
old  stockings  filled  with  onions  so 
the  onions  last  the  whole  year... 

Every  year  we  donate 
vegetables  to  the  food  bank  ... 
Every  year  our  reward  is  a 
plentiful  harvest,  the  great 
satisfaction  of  reaching  our  goal 
and  raising  healthy  food  for  our 
families. 

— Carmen 

Exerpted  from  We  Are  CANDORA. 
Edmonton:  The  CANDORA  Society,  1993. 

Used  with  permission. 


To  find  out  about  collective 
kitchens,  food  buying  co-ops 
and  community  gardens  in 
your  area,  try  calling  your 
local  community  agency, 
health  centre  or  food  bank. 


You’ve  probably  noticed  that  these 
suggestions  for  using  your  “more 
than  money”  resources  all  point 
you  in  one  direction  — into  your 
community.  People  working 
together  can  often  find  creative 
ways  to  meet  each  others’  needs. 

Hope  is  the  feeling  we  have  when 
we  believe  our  situation  will 
change.  We  can  afford  to  feel  hope 
about  our  financial  situation  when 
we  begin  to  use  information  and 
the  resources  in  our  community  to 
take  control  of  our  money.  Then 
instead  of  running  from  the  money 
beast,  we  leam  to  ride  it  towards 
the  things  we  want  in  our  lives. 


Changing  Habits 

Small  habits  have  a way  of 

adding  up. 

• A $ 1 .25  cup  of  coffee  at  the 
mall  three  times  a week  for 
a year  costs  $195. 

• The  average  deposit  on 
two-litre  pop  bottles  or  six- 
packs  of  pop  cans  is  25 
cents.  Throwing  away  10 
bottles  or  packs  a month  is 
like  throwing  away  $30  a 
year. 
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The  late  payment  penalty 
on  utility  bills  averages  six 
per  cent.  Paying  a $100 
utility  bill  on  time  saves  $6. 
That's  $72  over  a year. 
Spending  even  $5  a day  on 
a lunch  in  a restaurant  adds 
up  to  more  than  $1200  over 
a year  of  work.  Bring  a bag 
lunch  and  put  the  money 
you  save  toward  your  goals! 
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Tip$$ 

Save  on  groceries! 

• Shop  just  once  a week  (if  you  can). 

• Don’t  shop  when  you’re  hungry! 

• Make  a list  and  try  to  stick  to  it. 

•Use  coupons  only  for  the  items 

you’d  normally  buy.  When  coupons 
entice  you  to  buy  stuff  you  don’t  want 
or  need,  they  aren’t  saving  you  any 
money ! 


Save  in  the  laundry! 

ftYL  • Use  half  the  recommended  amount  of  detergent. 
^!|  ! ^ (Chances  are  your  clothes  will  be  just  as  clean.) 


Buy  a large  no-name  bottle  of  liquid  fabric  softener 
and  drop  a couple  of  teaspoons  of  it  into  a clean 
washcloth  or  rag.  Add  this  to  the  wet  clothes  in  the  dryer 
and  say  good-bye  to  expensive  softener  sheets  and  static, 
too. 

• Spray  new  or  freshly  washed  sneakers  with  starch  so  they’ll  stay  clean 
longer. 

Make  your  own  household  cleaners.  Save  money 
and  Mother  Earth,  too! 

• For  sinks,  baths,  counters  and  appliances:  sprinkle  on 
vinegar,  then  sprinkle  on  baking  soda.  Wipe  with  a damp 
cloth. 

• For  slow  drains:  pour  1/2  cup  of  boiling  water  down 
the  drain  followed  by  1/2  cup  of  baking  soda.  Half  an 
hour  later,  pour  more  hot  water  down  the  drain. 

• For  floors  and  walls:  add  1/8  cup  of  baking  soda 
and  1/4  cup  of  laundry  soap  to  a pail  of  warm  water. 

• Use  rubbing  alcohol  to  shine  chrome,  remove  grass  stains  and  clean 
caulking  in  the  bathroom. 


Save  on  self-care  products! 

• For  a face  mask  or  scrub,  mix  a paste  of  oatmeal  or  commeal  and 
water.  Pat  on  and  let  dry  15  minutes.  Rinse  with  cool  water. 

• For  acne  or  oily  skin,  use  original  flavour  milk  of  magnesia  as  a mask. 
Apply  after  cleansing.  Leave  on  till  dry,  then  rinse  well. 

• Most  shampoos  are  too  concentrated.  Pour  half  a bottle  of  shampoo 
into  an  old  shampoo  bottle  and  fill  it  with  water.  Fill  the  new  bottle 
with  water,  too.  Turn  each  bottle  over  gently  to  mix. 


Save  on  paper  and  plastic! 

• Instead  of  waxed  paper,  use  the  liners  from  cracker  and  cereal  boxes. 

• Instead  of  plastic  wrap  and  sandwich  bags,  use  bread  bags,  produce 
bags,  milk  bags,  frozen  vegetable  bags,  etc. 

• Instead  of  paper  towels,  use  newspaper  to  clean  windows  and  mirrors. 
Use  rags  (old  sheets,  towels,  pajamas,  etc.)  to  wipe  up  spills. 


Pay 

Yourself, 

First! 

If  you  want  to  save  money, 

pay  yourself  first: 

• Treat  your  savings  as  a 
regular  monthly  expense. 
(You  may  have  noticed 
that  on  the  Monthly 
Expenses  table,  “savings” 
was  the  first  item.) 

• If  you  put  aside  your 
savings  as  soon  as  you  get 
your  paycheque,  you’ll  be 
less  tempted  to  spend  the 
money. 

• You  can  grow  quite  a nest 
egg  by  saving  even  a 
modest  amount  each 
month.  If  you  put  away 
$50  a month,  at  the  end  of 
a year  you’ll  have  $600. 

• You  may  be  able  to  have 
your  employer  deposit 
your  paycheque  directly 
into  your  bank  account.  If 
so,  ask  your  bank  to  put 
the  amount  you  want  to 
save  into  your  savings 
account  each  month  and  to 
deposit  the  rest  in  your 
chequing  account. 
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Stuff  For  Nothing 


Kids'  Stuff 

• Playing  with  the  same  toys  all  the 
time  can  be  boring.  Take  some  of 
your  pre-schoolers’  toys  out  of 
circulation  for  a few  weeks. 

When  you  finally  return  them  to 
the  toy  shelf  (and  put  another 
group  of  toys  away),  your 
children  will  find  them  almost  as 
exciting  as  new  ones. 

• Set  up  a toy  and  book  exchange 
with  other  families  that  you 
know. 

• Create  a play  house  out  of  a large 
appliance  box.  Make  three- 
cornered  cuts  for  doors  and 
windows  and  peep  holes  using 
cardboard  toilet  rolls.  Decorate 
the  box  using  paint  or  crayons. 

• Toddlers  love  “non-toy”  toys: 
boxes,  wooden  spoons,  plastic 
containers,  metal  pots.  Just  make 
sure  there  are  no  rough  edges  or 
pieces  small  enough  for  a toddler 
to  choke  on. 

• Somewhere  in  your  community 
there’s  a family  with  children  just 
a size  or  two  bigger  than  yours. 
Set  up  a hand-me-down  system, 
if  you  can.  Most  parents  are 
happy  to  see  a child’s  outgrown 
clothes  put  to  good  use. 

• Buy  and  consign  children’s 
clothes  and  equipment  in  good 
condition  at  a consignment  shop 
in  your  area.  Prices  are 
reasonable  and  you  can  make  up 
to  50  per  cent  of  the  selling  price 
of  the  items  you  consign.  Check 
the  yellow  pages  under  “Clothing 
Consignment.” 

• Watch  for  sports  equipment  and 
uniforms  at  swap  meets  run  by 
schools,  sports  clubs  and 
community  organizations. 


Clothes  for  You 

• The  stuff  in  someone  else’s  closet 
always  looks  better  than  your 
own.  Set  up  a clothing  swap  with 
friends  who  wear  a similar  size. 
Decide  on  the  rules  ahead  of 
time.  Will  you  swap  for  keeps  or 
for  just  a few  months?  What’s  the 
replacement  policy  in  case  of 
stains  or  rips? 

• Shop  the  thrift  stores  and 
clothing  banks.  Look  for  names 
like  “St.  Vincent  de  Paul,” 
“Goodwill  Industries,”  “I.O.D.E. 
Shoppe”  and  “Salvation  Army” 
in  the  white  pages  of  the  phone 
book.  Careful  shoppers  have 
found  designer  labels  and  high 
quality  brands  in  the  piles  of 
discarded  clothing. 

• Shop  for  back-to-school  or  work 
clothes  at  consignment  stores. 
You  can  often  find  brand-name 
items  that  have  hardly  been 


Household  Stuff 

• Look  in  thrift  shops  run  by  non- 
profit groups  for  clothing,  small 
appliances  and  furniture. 

• Shop  garage  sales.  Arrive  early 
for  the  best  bargains.  Barter 
(politely!)  over  the  price.  If 
you’re  buying  several  items, 
group  them  together  and  ask  for 
a volume  discount. 


Entertainment 

• Get  a library  card!  Most  libraries 
offer  books,  magazines,  videos, 
cassettes  and  CDs  on  loan.  They 
also  run  low  or  no-cost  programs 
for  children. 

• Phone  your  local  recreation 
department  and  ask  to  be  put  on 
the  mailing  list.  You’ll  hear  about 
free  special  events  such  as 
parades,  fireworks  and  concerts, 
and  free  or  inexpensive  programs 
like  family  swims  for  a dollar, 
guided  walks  and  lectures. 

• Most  publicly-funded  festivals 
include  some  kind  of  free 
entertainment.  Watch  for  listings 
in  the  newspaper  entertainment 
section  or  on  bulletin  boards  and 
posters. 

• Museums  often  run  free  or 
inexpensive  half-day  programs 
for  children.  Many  museums 
don’t  charge  their  regular 
admission  fee  one  day  or  one 
half-day  a week. 

• Volunteers  for  arts  or  sporting 
groups,  festivals  and  special 
events  often  receive  free 
admissions  as  a thank  you  for 
their  time. 

• Call  your  local  high  school  to 
find  out  when  “home”  games  are 
being  played.  Spectators  are 
usually  welcomed  for  free  and 
it’s  an  opportunity  for  your 
young  basketball,  soccer  or 
hockey  player  to  watch  serious 
athletes  in  action. 

• Universities,  colleges  and  high 
schools  offer  student  concerts, 
theatre  and  art  displays  that  are 
free  or  inexpensive. 
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Once  you  start  working,  you 
may  be  able  to  do  more 
financially  for  your  friends 
and  family.  But  beware  — you  may 
also  come  under  increasing 
pressure  to  take  on  some  of  their 
financial  problems  and 
responsibilities,  too. 

A friend  or  relative  might  ask  you 
to  co-sign  a loan.  You  may  think 
you’re  simply  doing  this  person  a 
favour  by  signing  his  or  her  loan 
agreement.  In  fact,  you’re 
promising  the  lender  that  you’ll 
pay  off  the  loan  if  the  other  person 
doesn’t. 

Soon  after  she  started  working,  Sita 
co-signed  a loan  for  her  brother 
when  he  wanted  to  buy  a car.  Now 
he’s  behind  on  his  payments.  The 
finance  company  has  written  to 
Sita,  saying  that  she  must  pay  the 
$3,000  still  owing  on  the  car.  “I’m 
very  angry  at  my  brother,”  Sita 
says.  “He  promised  this  wouldn’t 
happen.  He  put  me  under  a lot  of 
pressure  to  co-sign  the  loan  for 
him.”  Sita’s  supporting  her  three 
children  on  a modest  income.  She 
has  no  idea  where  or  how  she’ll 
come  up  with  the  money. 

Lenders  ask  for  co-signers  on  loans 
because  they’re  unsure  about  the 
borrower’s  ability  to  repay  the 
loan.  They  want  a guarantee  that 
someone  else  will  repay  the  loan  if 
the  borrower  can’t  or  won’t.  That 
someone  else  is  you,  if  you  co-sign 
for  a borrower  who  defaults 
(doesn’t  pay)  on  a loan. 


Before  you  agree  to  co-sign  a loan, 

ask  yourself  these  questions. 

• Why  does  this  person  need  a co- 
signer? 

• Is  she  or  he  already  too  far  in 
debt? 

• Does  she  or  he  have  a history  of 
not  paying  off  debts? 

• Do  I want  to  help  this  person 
take  on  (more)  debt? 

• Can  I repay  the  whole  amount  of 
this  loan  without  hardship  to 
myself? 

If  you  co-sign  a loan  and  the 

borrower  doesn’t  pay,  the  lender 

may: 

• take  possession  of  the  goods 

• take  legal  action  against  you 

• take  a part  of  your  wages  or  bank 
account  to  repay  the  debt 

• demand  that  you  repay  the  whole 
amount  immediately. 


If  a close  friend  or  relative  puts 
you  under  pressure  to  co-sign, 
remember: 

• you  need  time  to  think  about  it. 
Make  your  decision  when  your 
friend  or  relative  is  not  present. 

• you  have  a right  to  say  “no”  to 
this  request.  You  don’t  need  to 
give  any  reasons  or  excuses. 

• you  will  not  be  helping  your 
family  if  you  help  a relative  take 
on  more  debt  than  she  or  he  can 
manage. 

• you  may  be  putting  your 
immediate  family  at  financial 
risk  if  you  co-sign. 

• you  can  ask  the  lenders  why  they 
require  a co-signer.  Their  answer 
may  help  you  decide. 

If  you  decide  to  co-sign,  ask  the 
lenders  to  send  you  regular  updates 
on  the  loan  repayment.  You  want  to 
know  whether  the  borrower  is 
paying  the  required  amount  on 
time.  Ask  the  borrower  to  send  you 
the  same  information. 

Co-signing  a loan  can  put  you  in  a 
sticky  situation.  Think  it  over 
carefully  and  don’t  give  in  to 
pressure.  “If  I could  do  it  over 
again,”  says  Sita,  “I  wouldn’t!” 
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HOME/ 

WORK 


Creating  the 

balance  between 
home  and  work, 
family  and  career  is  the 
biggest  challenge  many 
women  face  when  they 
enter  Cor  return) 
to  the  world 
of  work. 

You  may  be 
wondering 
how  you’ll  be  y 
able  to  do 
your  best 
at  work  and 
still  be  able  to 
take  good  care 
of  your  family  — and 
yourself.  Reading  the 
articles  in  this  section  of 
Woman  Today  will  give 
you  some  ideas  about 
where  and  how 
to  start . . . 


G 


\ Finding 
'/  Good 

Child  Care 


If  you  have  children  under  12, 
finding  good  quality  care  for  them 
while  you’re  at  work  may  be  your 
number  one  concern. 

It’s  a good  idea  to  begin  looking 
for  child  care  as  soon  as  you  know 
you’ll  need  it.  That  way  you  won’t 
be  rushed  into  making  a decision 
that  you  may  regret  later.  Keep  in 
mind  that  you  might  have  to  spend 
a few  months  on  a waiting  list 
before  a space  becomes  available 
for  your  child,  especially  if  she  or 
he  is  under  two. 


Kinds  of 
Child  Care 

Many  different  kinds  of  child  care 
are  available,  in  a range  of 
settings.  Here’s  a rundown  of  the 
main  choices: 

A babysitter 

• may  be  a relative,  a neighbour 
or  someone  you  find  through  an 
advertisement 

• cares  for  your  child  in  your 
home  or  hers 

• isn’t  “licensed”  or  “approved” 

• may  or  may  not  provide  receipts 
for  your  fee  payments. 

A family  day  care  or  day  home 

is  a private  home  where  a care- 
giver looks  after  several  children. 
Often,  the  care  provider  is  a 
woman  with  young  children  of  her 
own  who  enjoys  being  with  kids 
and  wants  to  earn  income  while 
staying  at  home.  A family  day  care 
or  day  home  may  or  may  not  be 
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“approved”  or  “licensed.”  If  it  is 
approved  or  licensed: 

• it  must  meet  government 
standards  in  areas  such  as  the 
number  of  children,  space, 
health  and  safety,  nutrition,  toys 
and  equipment 

• you  must  contact  the  day  home 
or  family  day  care  through  a day 
home  agency 

• you’ll  be  issued  receipts  for 
your  fee  payments. 

A day  care  centre  provides  care 
for  a large  group  of  children  and 
has  a director  as  well  as  several 
care-givers. 

• Day  cares  are  licensed.  To  retain 
their  licenses,  they  must  meet 
government  standards  in  areas 
such  as  the  number  of  children 
per  staff  (child-staff  ratio), 
activities,  safety,  health,  fire,  food 
preparation  and  staff  training. 

• You’ll  be  issued  receipts  for 
your  fee  payments. 

• Some  day  cares  provide  care  for 
children  under  two.  Many  do  not. 


• A day  care  may  or  may  not  be 
non-profit.  Non-profit  day  cares 
have  college-trained  staff  and 
often  have  better  child- staff 
ratios  than  the  government 
requires.  Their  standards 
frequently  exceed  the 
requirements  in  other  areas,  as 
well.  Non-profit  day  cares  are 
often  run  by  parent  volunteer 
boards,  which  hire  the  director 
and  the  staff. 

Out  of  school  programs 

provide  before  and  after  school 
care  for  school-age  children.  Some 
day  care  centres  provide  this  level 
of  care.  Out  of  school  care 
programs  are  licensed  and  must 
meet  government  standards.  You’ll 
be  issued  receipts  for  your  fee 
payments. 

Your  Children’s 
Needs 

When  you’re  trying  to  decide 
which  kind  of  child  care  situation 
will  be  best  for  your  child,  keep  in 
mind  your  child’s  needs,  especially 
those  related  to  his  or  her  age. 
Your  baby  and  your  pre-schooler 
may  receive  the  best  age- 
appropriate  care  in  two  different 
care  situations. 


What  kind  of  setting 
would  be  best  for  your 
baby,  toddler  or 
pre-schooler?  Ask 
yourself  these  questions. 

• Would  my  child  grow  and 
develop  best  in  a home 
setting  or  in  a group  setting 
with  an  age-appropriate 
program? 

• Do  I want  my  child 
grouped  with  same-age 
children  or  with  a mix  of 
ages? 

• What  setting  offers  the  best 
balance  between  activities 
and  quiet  times? 


Whether  it’s  in  a day  home, 
a day  care  centre  or  at  a 
sitter’s,  babies  need: 

• to  be  looked  after  by  the  same 
warm,  caring  person  every  day 

• to  eat,  sleep  and  play  according 
to  their  own  schedule,  not 
someone  else’s 

• activities  that  encourage  their 
growth  and  development 
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• a high  level  of  cleanliness, 
especially  around  all  diapering 
and  feeding  activities 

In  a day  home,  a day  care 

centre  or  at  a sitter’s, 

toddlers  need: 

• to  be  cared  for  in  a small  group 

• to  receive  lots  of  positive 
individual  attention 

• to  be  guided  patiently  and 
consistently,  especially  through 
discipline  and  toilet  training  issues 

• safe,  supervised  places  to  play, 
indoors  and  out 

• activities  that  encourage  their 
growth  and  development 

• a quiet,  cosy  place  for  napping 

Regardless  of  the  setting, 

pre-schoolers  need: 

• to  be  part  of  a small  group 

• to  receive  lots  of  positive 
individual  attention 

• the  opportunity  to  explore  and 
use  their  creative,  language  and 
small  motor  (hand-to-eye)  skills 

• safe,  supervised  places  to  play, 
indoors  and  out 

• patient,  consistent  guidance, 
especially  around  discipline 
issues 

• activities  that  encourage  their 
growth  and  development 

At  out  of  school  care,  school- 

age  children  need: 

• a time  and  place  in  which  to  do 
their  homework 

• safe,  supervised  activities, 
indoors  and  out,  that  encourage 
growth  and  development 

• patient,  consistent  guidance, 
especially  around  resolving 
disagreements 


Your  Needs 

You’ve  thought  about  your 

children’s  needs.  Now  you  should 

consider  your  own. 

Location  and  transportation 

• Which  would  be  most 
convenient  — child  care  near 
your  home?  Near  your 
workplace?  Or  near  your  older 
child’s  school? 

• How  will  you  get  your  child 
to  the  day  care/day  home/ 
babysitter’s  house?  Your  choice 
of  care  may  be  limited  by 
what’s  available  on  your  bus 
route  or  within  a short  drive. 

Hours  of  operation 

•By  what  time  do  you  need 
to  drop  your  children  off? 

By  what  time  will  you 
be  able  pick  them 
up?  Does  the  care 
situation  fit  your 
schedule? 


• If  your  day  home  provider  is  sick 
or  on  holidays,  what  back-up  care 
can  she  provide?  Does  the  day 
care  centre  shut  down  for  holidays? 
Will  that  suit  your  needs? 

• If  you  work  afternoon  or 
evening  shifts,  day  homes  and 
day  care  centres  may  not 
operate  during  the  hours  that 
you  need  child  care. 

Costs  and  subsidies 

How  much  can  you  afford  to 
pay  for  child  care? 

If  your  child  is  in  a licensed 
care  situation  (day  home  or  day 
care)  and  your  income  is  below 
a certain  level,  you  may  qualify 
for  a subsidy.  In  Alberta,  you 
can  find  out  more  information 
by  contacting  your  nearest 

Alberta  Family  and  Social 
Services  office. 
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• In  Alberta,  out  of  school 
subsidies  are  available  through 
the  municipal  government. 
Contact  your  city  or  town  hall 
or  county  office  for  more 
information. 

• A portion  of  your  child  care 
costs  qualifies  as  an  income  tax 
deduction.  (It  will  lower  the 
amount  of  tax  you  have  to  pay.) 
To  claim  this  deduction,  though, 
you  must  have  receipts  for  your 
child  care  fees.  Does  the 
babysitter  or  day  home  issue 
receipts?  If  not,  you  may  end  up 
paying  more. 

Finding  Care 

Here’s  an  opportunity  for  you  to 
use  one  of  your  work  search  skills 
— research,  research,  research! 
Your  chances  of  finding  the  best 
care  will  increase  dramatically 
when  you  have  a clear  idea  of 
what’s  out  there. 

What’s  Available? 

• Ask  family,  friends,  neighbours 
and  co-workers  about  their  child 
care  arrangements.  Word-of- 
mouth  can  be  an  effective  way 
to  discover  a wonderful  care 
giver. 

• Check  the  bulletin  boards  at 
your  neighbourhood  school, 
community  centre,  grocery 
store,  church  and  laundromat  for 
ads  and  phone  numbers. 


• Look  in  the  classified  section  of 
the  daily  and  weekly  papers  under 
“Child  Care  and  Day  Care.” 

• Look  in  the  yellow  pages  of  the 
phone  book  under  “Day  Care 
Centres  and  Nurseries.” 


Call 

Call  several  day  homes,  care 
centres  and/or  babysitters.  Ask: 

• if  they  have  space  available  for 
your  child  at  the  time  you 
require  it 

• how  much  the  care  would  cost 

• if  the  day  home  is  licensed 

• about  the  number  and  ages  of 
children  in  care 

• about  their  hours  of  operation 
Arrange  to  visit  the  day  homes, 
sitters  and/or  day  care  centres  that 
seem  most  promising. 


Visit 

When  you  visit,  pay  close 
attention  to  your  first  impression. 
Keep  this  checklist  in  mind. 

□ Good  first  impression 

□ Clean,  safe,  cheerful 
environment 

□ Staff  are  calm,  friendly, 
responsible  and  interacting 
with  the  children 

□ Equipment  is  safe,  used  safely 
and  age-appropriate 

□ Parents  are  welcome  any  time 

□ I would  feel  okay  leaving  my 
child  here 

Take  your  time  and  ask  lots  of 
questions.  Visit  all  the  facilities 
your  child  will  use,  including  the 
bathroom,  the  basement  (if 
children  play  there),  the 
playground  or  yard.  You  may  need 
to  visit  a home  or  a centre  more 
than  once  before  you  make  up 
your  mind.  After  your  visit,  take 
the  time  to  make  a few  notes.  Pay 
special  attention  to  your  feelings 
about  the  care  situation. 

Questions 
to  Ask 

This  is  a general  list  of  questions 
to  ask  a care  provider.  You’ll  also 
want  to  ask  specific  questions  that 
relate  to  your  child  and  to  the 
specific  situation  — a day  home,  a 
sitter  or  a day  care. 

• What  is  a typical  day  like? 

• What  kinds  of  activities  do  you 
schedule  on  a daily/weekly/ 
seasonal  basis? 

• How  much  time  do  you  spend 
outside  and  what  do  you  do? 

• What  learning  activities  do  you 
schedule? 

• Do  the  children  ever  watch 
T.V.?  How  much?  What 
programs? 
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Are  the  children  free  to  refuse 
group  activities  sometimes? 

How  do  you  handle  this? 

How  large  is  the  group  that  my 
child  would  be  in?  Who  leads 
the  group? 

Will  you  take  my  child  to  and 
from  school? 

What  are  the  safety  rales 
indoors  and  outdoors?  How 
would  you  handle  emergencies? 
How  do  you  prevent  illnesses 
from  spreading? 

Under  what  circumstances 
would  you  call  me  at  work? 

Do  the  children  have  naptime? 
When  and  where  do  they  sleep? 
How  do  you  help  them  settle 
down?  Can  my  child  sleep  at 
another  time,  if  she  or  he  needs 
to? 

What  kinds  of  meals  and  snacks 
do  you  provide? 

How  do  you  handle  a child  if  she 
or  he  is  testing  limits?  Whining? 
Biting?  Toilet  training?  Refusing 
to  share? 

What  methods  of  discipline  do 
you  use? 

What  kind  of  training  do 
you/your  staff  have? 

Which  parents  can  1 call  for 
a reference? 


Don’t 

leave  your  child 
in  a care  situation . , . 

• that  has  too  many  children 
for  the  number  of  staff 

• where  physical  discipline 
(slapping,  shaking,  pushing, 
pulling)  is  used 

• where  children  are  spoken 
to  in  inappropriate  ways 

• that’s  dirty 

• that  doesn’t 
allow  you  to 
drop  in  at 
any  time 

V 

Your  Choice 

This  step  may  be  hard.  Out  of  the 
possibilities,  you  have  to  pick  the 
care  situation  you  want  plus  one 
more,  in  case  your  first  choice 
doesn’t  work  out.  If  one  day  care 
centre,  day  home  or  babysitter 
stands  out  above  all  the  rest,  your 
choice  is  made.  Otherwise: 

* review  your  notes 
» try  to  remember  your  first 

impressions 

\ , 


• decide  how  effectively  you 
could  communicate  with  the 
babysitter,  the  day  home  “mom” 
or  the  day  care  centre  director 

• take  a moment  to  imagine  your 
child  in  each  situation. 

Here’s  where  your  intuition  comes 
in.  How  do  you  feel  about  each 
child  care  situation? 


When  you're  choosing 
child  care,  trust  your 
feelings.  If  it  doesn't 
feel  “right,”  then  it's 
not  right  for  you  or 
your  child. 


Preparing 
Your  Child 

You’ll  help  your  child  to  make  the 

transition  from  home  care  to  child 

care  if  you: 

• introduce  your  child  to  child 
care  gradually.  Visit  together. 
Then  visit  at  another  time  when 
you  can  leave  your  child  for  a 
while 

• ensure  that  your  child  is  dressed 
appropriately  for  the  day’s 
weather 

• leave  an  extra  set  of  clothing 

• let  your  child  bring  along  a 
favourite  toy  or  book 

• make  sure  your  child  has 
adequate  food  and  sleep  before 
arriving  at  care 

• give  detailed  information  about 
your  child  to  the  care  provider, 
especially  concerning  any 
medical  problems,  allergies  or 
medications. 
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It  may  take  a while  for 
you  and  your  child  to 
feel  comfortable  with 
your  care  situation,  no 
matter  how  good  it  is.  Your 
child  may  complain  about 
other  children  or  staff,  slip 
back  into  old  habits  (thumb- 
sucking, bed-wetting)  or 
test  the  limits  more  often  at 
home.  These  are  all  normal 
responses  to  change. 
However,  if  they  continue 
for  more  than  a few  weeks, 
it  could  be  a warning  that 
all  is  not  well.  To  monitor 
the  situation: 

• drop  in  unannounced,  and 
if  possible,  observe 
what’s  going  on  before 
the  care  givers  realize 
you’re  there 

• encourage  your  child  to 
talk  about  his  or  her  day. 
Listen  to  and  observe 
your  child.  Does  she  or  he 
seem  upset?  Afraid? 
Unhappy? 

• talk  to  the  care  provider 
about  your  concerns 
• talk  to  other  parents  with 
children  in  the  same  care 
situation. 

If  you  take  all  these  steps 
and  you’re  still  not 
comfortable,  it  may  be 
time  to  look  for  a different 
child  care  arrangement. 


A Positive  Experience 

You  can  help  to  ensure  that  your  child’s  experience  of  child 
care  is  a positive  one  if  you  plan  ahead  and  keep  open 
communication  with  the  care  givers. 

• Arrange  for  back-up  care  when  your  child  or  your  care  provider  is  ill. 

• Make  sure  you’re  very  clear  about  emergency  procedures  and  read 
carefully  any  forms  you  have  to  sign. 

• Read  and  respond  to  any  information  the  care  provider  sends  home  with 
your  child. 

• Keep  the  care  giver  up  to  date  on  any  changes,  family  events  and  so  on 
that  might  affect  your  child. 

• Arrive  promptly  at  drop-off  and  pick-up  times. 

• Share  any  concerns  with  the  care  giver  directly.  (Pick-up  time  is  a busy 
time  — if  possible,  arrange  to  meet  with  the  care  giver  at  a more 
appropriate  time.) 

There  are  many  good  books  about  choosing  child  care  available  at  your 
local  library  or  bookstore.  Two  helpful  booklets  — How  to  Choose  a Day 
Care  and  How  to  Choose  a Family  Day  Home  — are  also  available  to 
Alberta  residents  through  Alberta  Family  and  Social  Services. 
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Boosting  Your  Children's 
Self-Esteem 

We  all  want  our  children  to  feel  good  about  themselves.  We  know  that 
good  self-esteem  will  help  them  to  face  life’s  challenges.  It  will  help  them 
to  form  positive  relationships  and  to  reach  their  goals. 

If  you’re  starting  work  or  going  back  to  school,  you  may  be  worried  that 
you  won’t  be  spending  as  much  time  with  your  children  as  you'd  like.  You 
may  be  concerned  that  this  will  have  a negative  impact  on  their  feelings 
about  themselves  and  on  their  relationship  with  you. 

It  helps  to  remember  that  the  strength  of  your  relationship  with  your 
children  depends  not  only  on  the  time  you  spend  together  but  also  on  the 
attitude  you  take  towards  that  time.  When  you’re  with  your  children  you 
can  show  them  that  you  still  love  and  value  them  as  much  as  you  always 
have.  This  will  have  a positive  effect  on  their  self-esteem.  Plus,  it’s 
guaranteed  to  make  you  feel  better,  too! 

You’ll  also  build  their  self-esteem  when  you  show  them  that  you  recognize 
and  respect  the  fact  that  as  they  grow,  they’re  ready  for  more  freedom  — 
and  more  responsibility. 
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Here  are  some  self-esteem 
boosters  for  you  to  try! 

• Love  and  accept  your  children 
for  who  they  are.  Each  child 
has  something  that  makes  him 
or  her  special,  whether  it’s  a 
skill  at  sports  or  the  ability  to 
sense  what  other  people  are 
feeling.  Discover  your  children’s 
strengths.  Help  your  children  to 
build  on  them.  Remember  not  to 
compare  your  children.  (“Why 
can’t  you  get  good  marks  like 
your  sister?”) 


• Spend  time  alone  with  each 
child.  This  is  especially 
challenging  when  you’re  busy  at 
work  or  school.  But  you’ll  find 
it’s  worth  the  effort.  Your 
undivided  attention  tells  your 
child  that  he  or  she  is  special.  It 
doesn’t  have  to  be  a long  time 
but  it  should  belong  only  to  that 
child.  Try  not  to  let  the  phone  or 
your  other  children  interrupt  you. 


• Give  your  children 
responsibilities.  Children  feel 
good  about  themselves  when 
they  feel  as  if  they  belong.  Give 
them  chores  that  help  the  whole 
family.  Let  them  know  that  the 
family  is  counting  on  them. 
Young  children  can  set  and  clear 
the  table.  Older  children  can 
help  with  the  dishes  or  do  the 
laundry.  If  your  child  can  master 
video  games,  she  or  he  can 
probably  prepare  a simple  meal! 


• Give  your  children  more 
choice  and  more  freedom  as 
they  grow.  Review  the  “rules” 
once  a year.  Give  your  children 
the  opportunity  to  take  more 
control  of  their  lives  when  it’s 
appropriate.  Ask  for  their  input. 
Seriously  consider  their 
answers.  Your  respect  will  boost 
their  sense  of  self-worth. 


• Be  positive  about  mistakes. 

Help  your  children  see  that 
everyone  makes  mistakes.  Help 
them  learn  from  their  mistakes. 
Ask  them  what  they’d  do 
differently  next  time.  Set  an 
example  by  letting  your  children 
know  about  your  mistakes  and 
what  you’ve  learned  from  them. 

• Show  your  appreciation  when 
your  children  do  things 
“right.”  Say  thank  you  often. 
(“Thanks  for  helping  me  fold 
the  laundry.”)  Be  specific  with 
your  praise.  (“You  shared  your 
toys  with  your  friend.  I am  very 
proud  of  you.”) 

Three  Ways 
to  Say 

“4  Xfcye  ‘’IjW” 

1.  Give  your  child  a hug. 

2.  When  your  child  says, 
“Watch  me,"  make 
sure  you  watch  him  or 
her.  Say  “Great  job!" 
afterwards. 

3.  When  you  and  your 
child  are  around 
other  adults,  include 
your  child  in  the 
conversation. 
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It’s  a big  change,  heading  out  — or  back  — into  the 
workforce.  Everyone  in  your  family  will  feel  the  effects  of 
your  new  focus  on  work.  And  you’ll  be  living  the  change! 


If  you're  like  many  women , you  may  find  yourself  under  a lot  of 
pressure.  You  may  be  struggling  to  keep  up  with  housework,  laundry, 
family  time  — you  know  the  list!  — in  the  midst  of  dealing  with  your 
new  work  responsibilities.  With  less  time  in  your  day  than  before, 
you  may  even  find  yourself  trying  to  do  more  at  home  than  than  you 
used  to,  to  “ make  up  " for  the  fact  that  you  're  not  around  as  much  as 
before.  Or,  you  may  find  yourself  feeling  guilty  because  you  can't  do 
everything  you  used  to  do. 

What  can  you  do  to  stop  all  this  pressure  from  putting  the  squeeze 
on  you  and  your  family? 

One  answer  is  to  create  a balance  between  home  and  work,  family 
and  self — a little  give  and  a little  take. 


Give  and  Take: 

Your  Family 

It’s  only  logical!  If  you’re 
spending  several  hours  each  week 
at  work,  you  have  less  time  to 
spend  on  your  family  and  your 
home.  But  logic  doesn’t  always 
enter  in  to  the  way  people  respond 
to  change  — especially  change 
that  hits  them  where  they  live. 


“My  husband  likes  supper  on 
the  table  as  soon  as  he  gets 
home  from  work  at  5:30.  This 
was  fine  when  I was  at  home 
all  day.  Now,  I’m  working,  too. 

I get  home  at  5:30.  I’m 
finished  work  by  4:30  but  if  I 
have  to  pick  up  the  kids  from 
out  of  school  care,  I can’t 
make  it  home  ‘til  later.  So,  I 
said  to  him,  “Which  do  you 
want  to  do?  Pick  up  the  kids 
or  get  the  supper  ready?” 
Well,  he  didn’t  want  to  do 
either  one.  But  it  was  obvious 

— to  me  anyway!  — that  he 
had  to  help  out  somehow  if 
he  wanted  to  eat  on  time.” 

— Inez 
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It  takes  time  for  people  to  adjust 
to  change,  especially  if  it  means 
more  work  or  responsibility  for 
them.  Here  are  some  ideas  to  help 
your  family  ease  into  this  change. 

• Bring  them  into  the  process 
from  the  beginning.  Help  them 
to  understand  that  your  going  to 
work  will  affect  the  whole 
family,  not  just  you. 

• Ask  your  children  to  help  you 
write  out  a list  of  the  pros  and 
cons  of  your  going  to  work. 
“More  money”  could  be  a pro, 
“Mom  at  home  less”  could  be  a 
con.  “Kids  make  supper  two 
nights  a week”  could  be  both  a 
pro  and  con.  Your  children 
might  think  of  it  as  an 
infringement  on  their  time.  You 
might  think  of  it  as  an 
opportunity  for  them  to  learn 
about  cooking,  nutrition  and 
responsibility.  The  exercise  of 
making  a list  will  encourage  all 
of  you  to  talk  about  this  change. 

• Keep  your  family  up  to  date  on 
your  work  search.  Celebrate  with 
them  when  you  get  an  interview 
and  when  you  find  work. 

• Introduce  changes  to  your 
family’s  duties  and  schedules 
gradually,  if  possible.  Start  soon 
after  you  make  the  decision  to 
look  for  work.  This  will  help 
your  family  ease  into  the  changes 
a few  at  a time  and  also  free  you 
to  focus  on  your  work  search. 

Once  you’ve  started  work,  talk 
with  your  family  about  how  you 
spend  your  day.  Let  them  know 
about  the  good  and  the  bad,  the 
frustrations  and  the  rewards. 
They’ll  have  a better  idea  of  the 
time  and  energy  you  put  into 
earning  a paycheque.  When  they 
know  how  hard  you’re  working, 
they  may  offer  you  more  support 
— less  mess,  more  help,  less 
pressure  — at  home. 
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When  you  feel  settled  in  at  work,  think  about  asking  your  employer  or 
supervisor  if  you  could  bring  your  child*  to  work  with  you  for  part  of  a day. 
Introducing  your  child  to  your  workplace  will  encourage  him  or  her  to: 


• appreciate  the  value  of  work 

• understand  the  challenges  you  face  everyday 

• begin  thinking  about  educational  choices  and  careers 


As  an  added  bonus,  your  co-workers  will  develop  a better  sense  of  the 
other  roles  and  responsibilities  in  your  life  when  they  meet  your 
children. 


*Visiting  you  at  work  will  probably  be  of  most  benefit  to  your  school-age  children. 


Give  and  Take:  You 

Open  any  woman’s  magazine  and 
you’ll  see  them  — the  Picture 
Perfect  Rooms.  No  dust,  no  mess, 
no  cat  hairs  on  the  carpet,  no 
peanut  butter  and  jam  stains  on 
the  couch.  But  have  you  ever 
noticed?  No  people  in  the  picture, 
either! 

People,  families,  pets,  meals, 
hobbies,  homework  — life  creates 
mess.  As  long  as  you  and  your 
family  are  living  in  your  home, 
you  may  never  get  a room  to  look 
picture  perfect  — at  least,  not  for 
longer  than  10  or  20  minutes  at 
most. 

Why  try  to  live  up  to 
someone  else’s  impossible 
standards? 

• Realize  that  you  can’t  do  it  all. 
No  one  can!  Working,  being  a 
mother,  managing  a home  — 
any  two  of  these  is  more  than  a 
full-time  job.  Something’s  got  to 
give  . . . 


• Set  your  own  standards.  If 
someone  else  thinks  that  the  top 
of  the  bookshelf  should  be 
dusted  every  week  or  the  floor 
should  be  washed  every  day,  by 
all  means,  invite  them  to  do  it. 
Decide  what’s  clean  enough, 
neat  enough  and  often  enough 
for  you.  Then  do  that  much. 
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• Spend  your  time  and  energy  on 
what’s  really  important  to  you. 
It’s  easier  to  focus  your  energy 
on  the  things  that  are  most 
important  when  you  know  your 
goals  and  set  your  priorities. 
This  process  also  allows  you  to 
let  go  of  the  less  important 
things. 

(See  Woman  Today,  Edition  1:  Success  On 
Our  Own  Terms  for  more  information 
about  setting  goals  and  priorities.) 


You’ll  be  devoting  many  hours  a 
week  to  work.  How  will  you 
manage  the  housework  and  family 
time  with  fewer  hours  in  your  day? 


Simplify!  Delegate! 

This  is  the  two-word  answer  to  the  question, 

1 “How  can  I cope  with  work  and  housework ?” 
f { V You  can  begin  to  simplify  when  you  know  your 

priorities  and  set  your  own  standards.  You 
can  begin  to  delegate  when  you  realize 
that  not  all  of  the  household  chores 
^ belong  to  you. 

Here  are  some  suggestions  to  help  you  get  started. 


“My  first  few  weeks  back 
at  work  I tried.  E really  did.  I 
thought  if  I just  got  more 
organized,  then  I could 
keep  everything  clean  and 
spend  time  with  the  kids 
and  with  my  husband. 
Getting  organized  helped 
but  I was  still  exhausted.  If 
I stayed  up  late  to  finish 
the  housework,  my  work 
would  suffer  the  next  day. 
Finally  I figured  out  that  I 
had  to  start  letting  stuff  go, 
8 had  to  stop  frying  to  do 
everything.  And  I had  to 
ask  for  more  help  from 
my  family." 

— Yvette 


Cut  the  Clutter 

When  you  house  clean,  you  deal 
with  dirt.  And  you  also  deal  with 
picking  up,  sorting  out  and  putting 
away.  If  you  cut  the  clutter,  you 
have  fewer  things  to  pick  up,  sort 
and  put  away. 

• Set  aside  an  hour  on  Saturday 
afternoon.  Pick  a closet, 
a cupboard  or  a drawer 
to  de-clutter.  Do  the 
same  thing  the  next 
week,  and  the  next. 

• Follow  this  rule:  If  you 
haven’t  used  something 
for  a year,  get  rid  of  it. 

• Sell  your  clutter  through 
a consignment  store  or 
at  a garage  sale.  Or  give 
it  away  to  friends  or  a 
charity. 

• Have  your  kids  help  you 
cut  the  clutter  in  their 
closets  and  drawers. 

Encourage  them  to  give 
away  the  toys  they’ve 
outgrown  to  younger 
children  that  they  know. 


Organize  storage  space  for  your 
children’s  things.  (This  doesn’t 
have  to  be  expensive  — for 
example,  you  could  help  them 
decorate  and  stack  sturdy 
cardboard  boxes,  if  they  run  out 
of  shelf  space.)  Let  them  know 
that  they’re  responsible  for 
tidying  up  after  themselves. 
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“When  I began  to  feel  like  the  maid  around  here,  I realized  that 
maids  get  paid  to  pick  up  after  people.  So,  I made  a new  rule.  I told 
the  kids  I’d  give  them  a warning  when  it  was  time  to  clean  up  and 
then  anything  left  lying  around  after  clean-up  time  — anything  that  I 
had  to  pick  up  — went  into  a box  in  my  closet. 

The  kids  could  get  their  stuff  back  but  they 
would  have  to  pay  me  25  cents  an  item  — my 
charge  for  cleaning  up  after  them.  After  a 
couple  of  days,  you  can  bet  that  things  began 
to  look  pretty  neat  around  here!” 

— Donna 


• Delegate  the  ironing  — anyone 
over  12  is  old  enough  to  do  their 

own  ironing. 

• Clean  house  once  a week.  Make 
it  a family  affair.  Everyone’s 
assigned  some  tasks,  and  the 
tasks  change  each  week. 
Schedule  a treat  for  after  the 
clean-up’s  finished.  Play  a 
game,  go  for  a walk  or  a bike 
ride  together. 

(See  Woman  Today,  Edition  1:  Success 
on  Our  Own  Terms  for  more  information 
on  organizing  your  time,  your  things 
and  your  life.) 


Display  your  children’s  current 
artwork.  When  they  bring  a new 
piece  home,  take  down  one  of 
the  older  pieces  and  put  it  in  a 
large  envelope.  At  the  end  of  the 
school  year,  recycle  the  pieces 
you  don’t  want  to  keep,  return 
the  “keepers”  to  the  envelope 
and  put  all  the  envelopes  in  a 
large  box.  (Now,  where  will  you 
store  that  box  ...?  ) 

Sort  your  mail  as  soon  as  you 
get  it  — and  sort  it  only  once. 
Put  the  bills  with  your  cheque 
book.  Read  and  file  the  letters 
you  need  to  respond  to.  Recycle 
everything  else.  If  you  wish,  put 
a “No  Flyers,  Please!”  sign  on 
your  mailbox  to  discourage  junk 
mail  deliveries. 


Cut  the  Time 

A bit  of  organization  will  help  you 
reduce  the  amount  of  time  you 
spend  on  tasks. 

• Shop  only  once  a week.  Make  a 
menu  plan  and  build  your 
grocery  list  based  on  it.  Armed 
with  your  list,  your  spouse  or 
your  teenager  can  take  on  this 
task. 

• Cut  back  on  the  laundry  you  do. 
Assign  each  family  member  one 
towel  and  one  washcloth  per 
week.  Encourage  your  family  to 
wear  some  items  more  than 
once  between  washings,  rather 
than  automatically  putting  them 
into  the  hamper  when  they  take 
them  off.  (Do  you  really  have  to 
change  the  sheets  once  a week? 
How  about  once  every  two 
weeks  ...  ?) 


“In  our  house,  food  makes 
the  biggest  mess.  My  kids 
used  to  carry  it  with  them 
around  the  house  — to  their 
rooms,  into  the  living  room 
when  they  watched  XV. 

I’ve  had  it  with  strawberry 
jam  on  the  couch  and  trails 
of  crumbs  everywhere! 
Now  we  have  a rule  that 
says  you  can’t  take  food  or 
drinks  out  of  the  kitchen. 
You  eat  your  snack  at  the 
table.  I bend  the  rule  a bit  if 
we  re  all  watching  a movie 
together.  I put  an  old  sheet 
down  on  the  rug  and  the 
kids  sit  there  with  their 
snacks.” 

— Connie 
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Co-operating 

Kids 

When  you’re  working,  the  time 
you  spend  with  your  children 
becomes  very  precious.  You  want 
to  foster  co-operation  and 
appropriate  behaviour,  not  spend 
that  time  herding,  nagging  or 
yelling  at  unco-operative  kids! 

• Set  limits.  Once  you’ve  created 
a rule,  apply  it  consistently. 

Even  though  they’ll  probably 
complain,  your  children  will 
appreciate  the  sense  of  security 
that  firm  limits  provide. 

• When  a child  pushes  the  limits, 
acknowledge  the  child’s 
preference,  then  restate  the  limit 
clearly.  “Yes,  I know  you’d  like 
to  stay  up  and  watch  this 
program  but  it’s  bedtime.”  Offer 
an  alternative.  “You  can  watch 
your  favourite  program  again 
tomorrow.”  Be  firm 

and  avoid  being 
dragged  into  an 
argument  about 
the  rule. 


IF  YOU  WANT  MORE  FAMILY  TIME  . . . 

Say  “no”  to  demands  that  will  take  you  away  from  your 
family. 

Unplug  the  phone.  Or  let  an  answering  machine  take  the 
calls  during  family  time. 

Turn  off  the  T.V.  unless  the  family  is  sitting  down  to  watch 
something  together. 

Plan  for  it.  Make  dates  for  family  time  and  write  them  on 
your  calendar. 


Use  logical  consequences  — 
they’re  the  most  effective  kind 
of  discipline.  If  a child  draws  on 
the  wall,  she  or  he  has  to  help 
clean  up  the  mess.  Logical 
consequences  encourage 
children  to  think  ahead  about 
the  outcome  of  their  actions  and 
to  “think  twice”  about  doing  it 
the  next  time. 


Recognize  that  it’s  the 
behaviour  — not  the  child  — 
that’s  the  problem.  Statements 
like  “Bad  boy!”  and  “How 
could  you  be  so  stupid?”  do  far 
more  harm  than  good.  Focus  on 
the  behaviour.  Explain  what  the 
child  did  wrong  and  why  it 
upsets  you.  “In  this  family,  we 
do  not  throw  food!  When  you 
throw  food,  you  waste  it  and 
make  a mess  on  purpose.  That 
makes  me  angry.”  Then  describe 
the  behaviour  you  expect.  “I 
want  you  to  eat  your  food,  not 
throw  it.  If  you’re  angry  at  your 
brother,  use  your  words.  Don’t 
throw  things  at  him.” 

Praise  good  behaviour.  Don’t 
just  say  “You’re  a good  boy.” 

Be  specific:  “You  were  angry  at 
Billy  but  you  didn’t  hit  him.  You 
used  your  words  and  I’m  very 
proud  of  you.” 
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Making  the 
Most  of  Your 
Time  Together 

You  may  think  of  family  time  as 
leisure  but  working  on  a task 
together  can  also  be  a satisfying 
way  to  build  closeness.  There  are 
probably  as  many  different  ways 
to  enjoy  family  time  as  there  are 
families! 


Sit  down  together  and  come  up 
with  a list  of  things  that  you  like 
to  do  as  a family.  Make  sure 
every  member  contributes  items 
to  the  list.  Set  aside  two  or  three 
times  during  the  week  when  you 
will  get  together  to  do  the  items 
on  the  list,  one  by  one. 


Preparing  a meal,  washing 
dishes,  cleaning  the  house, 
pulling  weeds  in  the  yard, 
walking  the  dog  ■ — - these  are  all 
tasks  that  you  can  do  together. 
And  each  of  them  provides  you 
with  a chance  to  talk  with  your 
children  about  their  interests  and 
concerns. 

Take  your  children  grocery 
shopping.  Ask  them  to  help  you 
write  out  the  list,  locate  items  in 
the  store,  push  the  cart  and 
make  decisions  about  what  to 
buy. 

Help  your  children  with  school 
projects.  Offer  to  take  them  to 
the  library,  discuss  their  plans 
with  them,  proofread  their 
reports.  Both  of  you  will  learn 
more  about  each  other  in  the 
process. 


Play  a board  game,  a game  of 
cards,  charades,  Twenty 
Questions,  hide  and  seek,  catch. 
What  games  did  you  enjoy  as  a 
child?  Teach  them  to  your 
children. 

Read  a book  out  loud  together,  a 
chapter  a night. 

Plan  inexpensive  outings  — a 
picnic,  a walk  in  the  park, 
watching  a sunset,  tobogganing, 
a visit  to  a farmers5  market. 


“A  couple  of  times  a 
month,  we  have  a family 
story-telling  time.  We 
cuddle  on  the  couch  or 
stretch  out  on  the  carpet. 
Each  of  the  kids  shares  a 
story  from  their  week  at 
school  or  makes  up  a silly 
story  or  a make-believe 
story.  Then  my  husband 
and  I each  share  a story 
from  our  childhood, 
something  we  remember 
about  ourselves  or  our 
families.  The  kids  love  to 
hear  about  when  we  were 
naughty  or  got  into  trouble. 
W@  laugh  a lot.” 

-Min 


As  you  begin  to  create  more 
balance  in  your  life,  remember 
that  nobody’s  perfect.  You  may 
expect  a lot  from  yourself.  You 
may  feel  guilty  and  blame 
yourself  for  not  being  able  to  do  it 
all  — go  to  work,  keep  a perfect 
house,  spend  quality  time  with 
your  children,  spouse  and  family, 
stay  in  shape  ...  the  list  is  endless! 
Who  could  do  it  all,  never  mind 
do  it  perfectly? 


If  you  ’ re  doing  what 
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Dinner  in  20  Minutes 
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After  a hard  day,  spending  an  hour  (or  more!) 
cooking  dinner  is  the  last  thing  you  want  to 
do.  You  want  to  put  as  little  time  as  possible 
into  preparing  a meal  that’s  nutritious 
and  quick. 

Recipes  to  the  rescue!  The  ones  below  let  you  put  dinner  on  the 
table  in  twenty  minutes  or  less. 


Noodles  in  Soup 


2-3  servings 
1 

2pkgs 
3 cups 
1/4  cup 
1/2  cup 
1 

Step  1: 

Step  2: 

Step  3: 

Step  4: 

Hint: 


egg 

oriental  noodles 
chicken  or  beef  broth 
cooked  or  canned  chicken 
cabbage,  finely  shredded 
green  onion,  thinly  sliced 


170  mL 
750  mL 
60  mL 
125  mL 


Cook  an  egg  in  boiling  water  for  10  minutes.  Cool  under 
running  water.  Peel  and  slice. 

Cook  noodles  in  boiling,  salted  water  for  5 mintues.  Drain. 
Heat  broth.  Put  cooked  noodles  in  serving  bowls.  Pour  hot 
broth  over  noodles. 

Add  chicken,  egg,  cabbage  and  green  onions. 

You  can  use  spaghetti  or  vermicelli  instead  of  oriental 
noodles. 
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Salmon  Patties 


Serves  4 

2 cans 

salmon,  drained 

7.5  oz/213  g 

1/2  cup 

dried  bread  crumbs 

125  mL 

1/3  cup 

green  onion 

80  mL 

1/3  cup 

ketchup 

80  mL 

1 

egg 

1/2  tsp. 

paprika 

2 mL  ( 

1 tbsp. 

vegetable  oil 

salt  & pepper  to  taste 

15  mL 

Step  1: 

Put  salmon  in  medium-sized  bowl.  Add 
bread  cmmbs,  finely  chopped  green 
onion,  ketchup,  egg,  paprika,  salt  and 
pepper.  Use  a fork  to  mix  until  well 
combined.  Shape  into  patties. 

Step  2: 

Heat  oil  in  a large  non- 

-stick  frying  pan 

Hints : 


over  medium  heat.  Add  patties  and  cook 
about  4 minutes  per  side  until  golden. 

(If  necessary,  lower  the  heat.  Ketchup  in 
the  patties  could  cause  them  to  bum.) 

Serve  the  patties  with  rice  and  your 
favourite  vegetable. 

You  can  substitute  toast  crumbs  for  dried 
bread  crumbs. 

Put  some  rice  on  to  cook  before  you  start 
the  patties.  It’ll  be  ready  when  the 
patties  are. 


Sloppy  Joes 


serves  4-6 


1 lb. 

lean  ground  beef 

500  g 

1 

onion,  diced 

1 

green  pepper,  diced 

salt  & pepper  (to  taste) 

1 can 

stewed  tomatoes 

14  oz/398  mL 

1 can 

kidney  beans  (optional) 

14  oz/398  mL 

1/4  cup 

ketchup 

60  mL 

2 tbsp. 

brown  sugar 

30  mL 

1/2  tsp. 

Worcestershire  sauce 

2 mL 

Step  1: 

Brown  meat  in  a large  saucepan  or 
skillet.  Drain  off  excess  fat. 

Step  2: 

Add  onion  and  green  pepper  and  cook 
until  soft.  Season  to  taste. 

Step  3: 

Add  tomatoes,  beans,  ketchup,  sugar 
and  Worcestershire  sauce  and  simmer 
until  heated  through. 

Spoon  Sloppy  Joe  mixture  over  Kaiser 
or  hamburger  buns  and  serve. 

Hint: 

Make  a salad  or  slice  some  veggies 
while  the  Sloppy  Joe  sauce  is 
simmering. 
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Time  for 
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As  a woman,  you  may 
fend  to  fake  care  of 
your  family,  your  work, 
your  friends,  your 
home,  your  pets,  your 
garden  first,  before 
you  take  care  of 
yourself.  And  because 
you  become  so  busy 
with  everyone  and 
everything  else,  you 
may  not  make  time  for 
this  vital  task. 


Your  family's  health  and  well  being  and  your  success  at 
work  depend  on  your  own  health  and  well  being.  On  a 
purely  practical  level,  you  can ’t  look  after  others  or  do 
your  best  at  work  unless  you  also  look  after  yourself 

The  more  it  seems  as  if  you  have  no  time  available  to  spend  on 
yourself  the  more  important  it  is  to  find  that  time.  When  you're 
busy,  it's  very  hard  to  make  the  time  to  look  after  yourself.  You 
may  hear  yourself  saying  something  like,  “I'll  make  time  for 

myself  just  as  soon  as  I finish/look  after/take  care  of ” 

That's  when  it  helps  to  remember  that  when  you  take  care  of 
yourself,  you  are  taking  care  of  your  family,  your  work,  your 
dreams  and  your  goals. 

This  article  describes  some  inexpensive  and  effective  ways  to 
replenish  yourself.  Some  you  can  do  with  your  family,  some 
you'll  do  alone.  All  of  them  will  help  you  make  the  most  of  the 
positive  changes  in  your  life! 
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Keep  a Journal 

Keeping  a journal  is  a wonderful, 
gentle  way  to  stay  in  touch  with 
yourself. 

• Using  a notebook  or  a cassette, 
write  or  talk  to  yourself  a little 
every  day,  or  whenever  you  feel 
the  need. 


• Keeping  a journal  will  offer  you 
quiet  time,  an  outlet  for  your 
feelings  and  a way  to  mark  the 
changes  in  your  life. 

Sleep 

• Learn  how  much  sleep  you  need 
and  do  your  best  to  get  it.  Most 
adults  require  between  seven 
and  eight  hours  of  sleep  a night. 
Write  your  bedtime  in  your  day 
timer  and  give  yourself  the  gift 
of  getting  to  bed  on  time. 


• Many  moms  know  that  a 
bedtime  ritual  helps  their 
children  settle  into  a good 
night’s  sleep.  Why  not  try  the 
same  for  yourself?  Set  aside  half 
an  hour  to  soothe  yourself 
before  you  go  to  bed.  Take  a 
warm  bath.  Read  a book  or  an 
article  that  inspires  you.  Write  in 
your  journal.  Listen  to  music 
that  calms  you. 


Woman  Today 
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Busters 


1.  Sing  your 
favourite  song  as 
loudly  as  you  like. 

2.  Take  a long,  hot 
shower  or  bath. 

3.  Let  yourself  have 
a good  cry  and  a 
nice  hot  cup  of 
tea  or  cocoa 
afterwards. 

4.  Scream  into 
a pillow. 

5.  Make  up  a 
fantasy— starring 
you!— and  enjoy  it 
for  a few  minutes. 

6.  Walk  or  run 
around  the  block. 

7.  Hug  your  children. 

8.  Do  something 
nice  for  someone. 

9.  Smile  at  three 
people  you  don’t 
know. 

10.  Relive  a favourite 
memory. 


Movement  and 
Exercise 

• In  other  times  and  cultures, 
people  walked  wherever  they 
went,  they  worked  in  the  fields, 
they  carried  heavy  loads. 
Modem  Canadian  life  offers  us 
fewer  opportunities  to  move  our 
bodies.  Many  women  find  that 
unless  they  plan  to  get  exercise, 
they  don’t  get  it.  Write  your 
exercise  time  into  your  day 
timer  and  treat  it  as  a “must  do.” 


Playing  with  your  children  can 
be  a good  way  to  move  your 
body.  It  can  be  lots  of  fun,  too. 
How  about  a game  of  tag  or 
catch  or  hide  and  seek  in  your 
neighbourhood  park?  Why  not 
swing,  skip  and  slide  with  your 
children  in  the  playground? 
Walking  is  wonderful  exercise — 
good  for  your  heart,  lungs, 
bones  and  spirit.  Could  you 
walk  to  work  one  or  two  days  a 
week?  Or  get  off  the  bus  one  or 
two  stops  early  and  walk  the 
rest  of  the  way? 


• Music  can  be  an  invitiation  to 
move.  If  you  can,  find  some 
time  and  space  alone.  Choose  a 
piece  of  music  that  fits  your 
mood.  Let  your  body  move  to 
the  music.  Remember  that  no 
one  is  watching  you  or  judging 
how  you  “perform.”  Dance  for 
yourself. 


• Housework  can  be  good 
exercise.  (Is  this  good  news  or 
bad  news?)  Working  at  a steady 
pace,  you  can  bring  your  heart 
rate  up  by  vacuuming,  washing 
floors,  walls  and  windows, 
bending  and  stretching  to  make 
beds.  The  effect  is  similar  to  a 
moderate  workout.  If  you  decide 
to  use  your  housework  as 
exercise,  why  not  treat  yourself 
to  some  upbeat  music  to  keep 
you  going? 
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Simplify!  Delegate! 


Reduce,  Reuse,  Recycle.  Save 
Money,  Save  Mother  Earth! 


X Woman ’s  Place  is 
in  the  Know [ 


National  Library  of  Canada 

liBiSiBi 

3 3286  51534  3180 

CareeHnformation 

Hotline 


The  Career  Information  Hotliner  is  a toll-free 
telephone  career  information  and  referral  service 
for  Albertans 

Contact  the  Hotline  for  information  and  referrals  on 
job  search  skills,  career  planning,  educational  funding, 
occupational  descriptions,  and  educational  options. 

We  would  like  to  know  if  you  found  this  magazine 
worthwhile.  Were  the  articles  interesting?  Did  you 
find  the  information  useful?  What  other  topics  would 
you  like  us  to  write  about? 

Phone  the  Hotline  to  let  us  know  your  opinion. 


/dlbsria 

ADVANCED  EDUCATION  AND 
CAREER  DEVELOPMENT 


Making  Contact 


In  Alberta 1 800  661  3753 

In  Edmonton  403  422  4266 

Hearing  Impaired  in  Edmonton  403  422  5283 

Hearing  Impaired  in  Alberta  1 800  232  7215 

(Message  Relay  Service) 

Internet  www.aecd.gov.ab.ca/hotline 


Hours  of  Service 


Monday  to  Thursday  8:1 5 am  - 7:00  pm 

Friday 8:15  am  - 4:30  pm 


